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START

Does the proposal require 

a Health consulation?

No

Yes

Building Control Officer 

reviews file for technical 

completeness of 

submitted drawings

Building Permit 

Application 

Received at Front 

Desk

Is application 

complete?

Application is 

returned to applicant
No

Yes
Application package 

is returned to the 

Front Desk to be 

stamped ‘Received’

Application package 

passed to File Clerk to 

attach relevant planning 

file (when applicable)

Application package 

passed to Permits 

Processor for 

administrative 

screening 

(documentation)

Is application 

complete?

Application is 

returned to applicant

Application is logged 

into EXCEL 

Spreadsheet

Application File is 

made up

Application 

is logged 

into BEMIS 

to generate 

a Permit #

Application 

sent off for 

Approval 

Review

Is additional 

information required?

Is additional 

information required?

Letter to applicant/agent sent 

requesting additional 

information

Letter to applicant/agent sent 

requesting additional 

information

No

Yes

Yes

Any Conditions 

are added to 

the application

Any Conditions 

are added to 

the application

No

Application passed to 

Plans Processor to print 

relevant Permit 

documentation, 

Inspection Card, 

Information Letter, and 

stamp all drawings 

approved

Application 

reviewed by Plans 

Examiner

Application 

reviewed by 

Health Inspector

Building Control 

Officer undertakes 

Final Review

Is application ready 

for Final Sign-Off?

No

Permit awaits 

Inspection Request

Planning File returned 

to File Room

Application given to 

Permits Processor to 

do final file 

arrangement and give 

building permit to 

Front Desk

Once Agent/Applicant 

signs collection 

receipt, Permit is 

given to File Room

Permit Reviewed 

by Plans Examiner
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Phase

Have all permit conditions 

been discharged?

No

Following 

successful Final 

Inspections, 

Inspection checks 

that all permit 

conditions have 

been discharged

Inspection History 

printed from 

BEMIS and 

appended to 

permit file

Yes

All relevant 

consultations 

appended to 

permit file

Inspector prints out a 

Draft Certificate of 

Completion and 

Occupancy for final 

review from BEMIS

Applicant/Agent 

notified and 

awaiting further 

inspections

Inspections

Building Control 

Officer reviews file 

for completeness

Is file 

complete?

No

BCO signs Draft 

Certificate as 

complete and 

passes file onto 

Permits Processor

Yes

Permits Processor 

prints Certificate 

describing the 

original works and 

any revisions

BCO signs Certificate as 

complete and passes file 

onto Permits Processor for 

document distribution and 

copy kept on file

END

START

PDP submitted at 

Front Desk on 

Tuesdays with 

Fees

DASO print out 

Parcel Sheet from 

BEMIS and attach 

to application

Is PDP a 

resubmission of a 

previously rejected 

PDP?

Vetting Form 

signed and dated

Yes

No

PDPs vetted by 

BC, DM and 

Health

Is PDP 

approved?

PDP entered into 

BEMIS

PDP returned to 

DASO to be 

stamped in 

received with date

PDP Vetting Form 

generated with 

reasons for 

rejection

No

Yes

PDP copy kept on 

file, copy left at 

front desk for 

collection

Applicant/Agent 

notified

Agent/Applicant 

notified, if not 

collected then 

PDP posted

PDP left at front 

desk for collection

END
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START

Revisions 

submitted at Front 

Desk with Fees

DASO print out 

Parcel Sheet from 

BEMIS and attach 

to application

Is this a re-submission 

of a previously 

rejected Revision?

Vetting Form 

signed and dated

Yes

No
Is Revision 

approved?
Revision entered 

into BEMIS

Revision returned to Information 

Clerk to be stamped with 

superseded/revised along with 

stamp requiring signature of 

reviewing Technical Officer

Revision Vetting 

Form generated 

with reasons for 

rejection

No

Yes

Revision copy kept 

on file, copy left at 

front desk for 

collection

Applicant/Agent 

notified

Agent/Applicant 

notified, if not 

collected then 

Revision posted

Revision left at 

front desk for 

collection

END

Revisions vetted 

by BC and DC

Original Building Permit 

retrieved from File 

Room and plans 

affected by revision 

identified

Revision entered 

into BEMIS
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