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Message from the Mayor 

 

With our relaxed pace of life, affordable real estate and 

beautiful natural surroundings, the Town of Greater Napanee 

invites people from all walks of life. From families who want to 

escape the rigours of the city, to those looking to transition into 

retirement, Napanee’s growing population is changing how we 

think about residential and commercial land development: multi-

unit housing, custom homes and a variety of subdivisions are 

being developed within Napanee’s urban area, each unique in its 

own setting and important to the Town’s overall growth. For 

those looking to build, make a change to their home, commercial, 

or heritage building, understanding the ins and outs of the 

building process is essential to getting the job done properly.  

The Town of Greater Napanee is committed to providing the services and assistance needed to 

make building and planning in Napanee as straightforward as possible. Whether you are looking 

to build an addition on your home, develop a parcel of land, or learn about building permits and 

application packages, the Town’s Development Services will provide you with the valuable 

assistance you need to ensure that your project is done right, the first time.  

This Development Services handbook is a detailed resource to help you complete your project. 

The Handbook is designed to help both first-time and experienced developers through the 

planning and development process involved in building or renovating a property; it provides 

step-by-step instructions, and outlines the important document and fees required throughout 

the development process.  

I invite you to read through the Handbook and contact the Development Services department 

with any additional questions or concerns you may have. Additionally, our team is available to 

assist you every step of the way.  

Sincerely,  

Gordon Schermerhorn 
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Customer Service Standards  
Town of Greater Napanee Staff hold themselves to a high degree of professionalism and strive to ensure 

information is accessible within a timely manner. The link below describes Greater Napanee staff 

commitment to accessible customer service.  

http://www.greaternapanee.com/en/livinghere/resources/CustomerServiceBestPracticesandProcedure

s.pdf 

Beyond accessibility standards, Development Services also holds themselves to high level customer 

service standards within their business practices on a day to day basis. 

- Building or Planning inquiries can be submitted electronically, by phone or in person and will 

receive a formal response within 24 business hours.  

- The Development Services Staff ensures that at least one Building Official will be present to 

receive inquiries and answer relevant questions during business hours. If extenuating 

circumstances result in the absence of all officials from the office, an inquiry will be taken by 

reception and an official will provide a response within a timely fashion.  

- Upon a request for inspection, Building Officials strive to conduct the inspection within 24 hours. 

As per By-Law 2009-09 as amended, inspections must be complete within 48 hrs. 

 

Pre-Consultation Meetings  
Development Services welcomes the opportunity to conduct pre-consultation meetings with prospective 

developers regarding their proposed projects.   These meetings provide a great opportunity to discuss 

the project, establish clear communication and discuss the necessary steps to ensure successful 

completion as quickly as possible, at no cost to the applicant. 

 

 

 

 

 

 
 

 
 

 

http://www.greaternapanee.com/en/livinghere/resources/CustomerServiceBestPracticesandProcedures.pdf
http://www.greaternapanee.com/en/livinghere/resources/CustomerServiceBestPracticesandProcedures.pdf
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Meet the Development Services Staff 
 

Director of Development Services  

Responsible for overseeing Greater Napanee’s land use planning, development control and building 
services activities.  
 
Michael Nobes, Director of Development Services  
(613) 354-5931 Ext. 2117 
mnobes@greaternapanee.com  
 
 

Planning Clerks  
The Planning Clerks are responsible for assisting with all of your planning inquiries and planning 
applications. All questions regarding zoning, severances or other planning issues can be answered by a 
Planning Clerk, who will guide you through the appropriate processes. The Planning Clerks process and 
coordinate any third party services that may be required for the prompt completion of the respective 
planning application.  
 
Gib Garrett, Planning Clerk  
(613) 354-5931 Ext. 2114 
ggarrett@greaternapanee.com 
 
Jean Rixen, Planning Clerk II 
(613) 354-5931 Ext. 2109 
jrixen@greaternapanee.com 
 
 

Building Officials  
Everyone who applies for a building permit is appointed a Building Official.  Building Officials are 
responsible for approving your plans, and providing key information.   They will also inspect your project 
at many stages of construction, to ensure that work complies with the Ontario Building Code. Your 
Building Official may visit your construction site many times during the construction process. Building 
Officials are also appointed by Town Council as Property Standards Officers, and can assist you with any 
issues or complaints that you may have. 
 
Charles McDonald, Chief Building Official   
(613)354-3351 Ext. 2031 
cmcdonald@greaternapanee.com 
 
 
Cory Seaton, Building Official 
(613)354-5931 Ext. 2111 
cseaton@greaternapanee.com 
 
 
 

David Twiddy, Building Official  
(613)354-5931 Ext. 2101 
dtwiddy@greaternapanee.com  
 

Rebecca Roy, Deputy Chief Building Official 
(613)354-5931 Ext. 2103 
rroy@greaternapanee.com 
 

 

mailto:mnobes@greaternapanee.com
mailto:ggarrett@greaternapanee.com
mailto:dtwiddy@greaternapanee.com
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Administrative Assistants 
 
The Administrative Assistant in the Development Services Department is generally your first contact for 
customer service within the department. Our Admin Assistant will assist you in direct communication 
with the Building Inspectors and Planning Clerk, and assist in the completion of permit applications and 
planning applications.  
 
  
 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

Janice Edgar, Administrative Assistant 
(613)354-8863 
jedgar@greaternapanee.com 
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Development Services 101 
 Fees, Building Applications, Planning Applications, Procedures, 

Amendments, Permits and Inspections 
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Development Services  

Welcome to Development Services  
The Development Services department provides a one-window approach to planning and building by 

taking care of all services within one easy-to-navigate department.  We walk all of our clients through 

the development process step by step, to ensure that they understand all requirements for their 

proposed project. Our staff are pleased to assist you in your project, and are happy to answer any 

questions you may have throughout the course of your renovation or build 

 

Reference for all Fees  

 
Development Charges 
Development Charges are generally a one-time fee on new residential and non-residential development 
in the Town of Greater Napanee. These fees provide for the recovery of growth-related capital 
expenditures from new development, covering such capital cost-related projects as roads and related 
public works operations. (Appendix Page 45) 
 
 

Building Permit Fees 
Building Permit Fees are used to process the necessary applications involved in a residential or 
commercial development project. These fees vary depending on the application in question.  The Town 
of Greater Napanee’s full Building Fee Schedule can be found on Page 50-51, located in the Appendix of 
this Handbook. 
 

Impost Fees 
Impost fees are a water works and sewer rate for all newly erected, altered or enlarged buildings that 

gain the benefit either directly or indirectly with the connection to the water and sewer system.  These 

connections impose an increase in demand or load on the water and/or sewer system that increase the 

expenditures required to improve and maintain the system.  The impost fees are collected to ensure 

adequate capital is available to finance system improvements as a result of new demands placed on the 

water and/or sewer systems. 
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Building Permits  
 
Building permits are a requirement under the Ontario Building Code (OBC), and can be most easily 
obtained by contacting Greater Napanee’s Development Services department.  
 
The first step in any building project is to apply for a Building Permit. This process involves having a 
Building Official inspect your plans to ensure that the proposed project will be constructed under the 
provisions of the Ontario Building Code. Additionally, Building Officials are available to help you ensure 
that the appropriate authorities are involved for your construction project, if required.  
 
You can apply for a Building Permit at the Town of Greater Napanee’s Infrastructure Services Building, 
located at 45 Commercial Court.  
 

Building Permit Process Overview  

 
Building Permit Applications can be accessed at 45 Commercial Court, or online at the Town’s website. 
In order to obtain a building permit, the owner or authorized agent of the owner must submit a Building 
Permit Application to Development Services in person, and answer any pertinent questions about the 
project. Two sets of complete drawings are required for new buildings and interior alterations. 
Additional required documents for the application process are outlined below. 
 
Once the building permit application has been submitted, it will be assigned to a Building Official who 
will ensure that it complies with the Ontario Building Code and any other relevant codes. Once you have 
received your Building Permit, you are responsible for ensuring that all necessary inspections are 
performed at appropriate times throughout construction.  (See Page 13) 
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Which Construction Projects Need Building Permits?  

 
Development Services will assist you with your home building projects, from additions and demolitions 
to building sheds and solar panels. You must obtain a building permit in order to:  

 

¶ Construct a new building over 10 square meters (107 sq. ft.)  

¶ Install an in-ground or above-ground swimming pool  

¶ Renovate, repair or add to a building  

¶ Demolish or remove all or a portion of a building  

¶ Change a building’s use  

¶ Install, change or remove load-bearing walls  

¶ Make new openings for or enlarge existing doors and windows  

¶ Build a garage, balcony or deck, or enclose an existing deck  

¶ Excavate a basement or construct a foundation  

¶ Install or modify heating, plumbing, air conditioning systems, fireplaces, fireplace inserts, and 
woodstoves  

¶ Install or renovate plumbing  

¶ Construct or reconstruct a chimney  

¶ Erect temporary buildings (including tents over 30 square meters)  

¶ Attach solar panels to a roof  
 
Further information on several of these projects can be found in the Building Permit Packages: 
Information for Specific Projects section of this Handbook.  (See page 18) 
 
 
You do not require a building permit to:  

¶ Construct a building under 10 square meters (107 sq. ft.), but must conform to zoning setbacks  

¶ Re-shingle a roof, provided there is no structural work involved  

¶ Paint or decorate, including interior finishes but excluding insulation  

¶ Reinstall or replace kitchen or bathroom cupboards without plumbing  

¶ Landscape or resurface/construct sidewalks and driveways  

 

Remember that you must still comply with zoning requirements, regardless of whether or not you need 
to obtain a building permit. For example, a 90 square foot shed would still need to meet minimum 
setback requirements as set out by the Planning Department.   
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Building Permit Application ɀ Additional Required Documents  

 
Several additional documents must be submitted along with the Building Permit Application. The items 
listed below may pertain to your construction, and must be submitted along with the Application.  
Please ensure that you submit all of the required information at the same time, as an incomplete 
application can cause unnecessary delays in the review process.  If you have any questions about the 
process, please contact your Building Official.  

 

¶ Plot Plan 

¶ Grading Plan with Siltation/Erosion Control Measures 

¶ Landscaping, Lighting, and Tree Management Plans  

¶ Floor Plans  

¶ Elevations 

¶ Wall Sections and Details  

¶ Reflected Ceiling Plans  

¶ Door/Hardware, Window and Room Finish Schedules  

¶ Structural Drawings  

¶ Mechanical (HVAC and Plumbing)  

¶ Electrical  

¶ Soil Report (Geotechnical Investigation)  

¶ Septic permit when required 
 
Two copies of each of the above are required. Please refer to the Ontario Building Code to determine if 
professional design is required. If you are not sure our staff would be willing to help. 
 
Once the application process is complete and all required items have been submitted, the application is 
assigned to a Building Official. The application is then examined to ensure that it complies with the 
Building Code and any other applicable laws. 
 
The OBC prescribes timelines for dates that building permit applications must be responded to by the 
Development Services staff.   Applications for residential development must either be issued a building 
permit or a letter identifying the reasons of denial of a permit within 10 business days of the application 
being deemed complete.  Similarly, the timeline for commercial application is 20 business days. 
 
The Ontario Building Code sets out a prescribed  set of guidelines for the issuance of permits 
corresponding to the class of building for which the application applies.   Those guidelines are as follows: 
 
10 days: A detachded house, semi detached house, townhouse, or row house where no dwelling is 
located below another dwelling unit 
 
15 days: Buildings three or fewer stories in building height, having a building area not exceeding 600 sq 
meters and used for major occupancies 
 
20 days: Buildings exceeding three stories in building height/or having a building area exceeding 600 sq 
metres and used for major occupancies 
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Required Inspections  

 
All projects that require a building permit also require inspections at key stages of construction, in order 
to ensure that they comply with building codes. These inspections are:  

 

¶ Excavation inspection prior to pouring footings  

¶ Foundation inspection prior to backfilling  

¶ Framing, Plumbing, and Mechanical rough-in inspection prior to insulation  

¶ Insulation, air and vapour barrier inspections prior to covering  

¶ Inspection prior to occupancy 
 
Having these key components of construction inspected is one of the best ways to protect your 
investment in your project. Many of the items regularly checked by Building Officials would not be 
detectable to the untrained eye, and could have significant impacts on the long-term serviceability of 
your project.  
 
To assist in this process, your Building Official will mark any required inspections necessary for your 
project on the backside of your Building Permit.  
 
 

Further Information  
 
The plans and specifications returned to you with your Building Permit must be on-site and made 
available to the Building Official during inspections. To ensure the availability of a Building Official, 
please book inspections at least 48 hours in advance.  Failure to have the necessary inspections 
performed at the appropriate times during construction may result in your having to uncover and 
expose the work for inspection at your own expense. 
 
 

Designer Information  

 
Under the Ontario Building Code, homeowners can design some projects for their residential homes or  
projects around their residential homes. Owners for other classifications must hire an appropriate 
designer or design team for their project.  
 
As required under the Ontario Building Code, building projects require qualified professional designers 
to take responsibility for their designs.  Designers are responsible for meeting Ontario Building Code 
requirements and ensuring that all designs comply with all necessary regulations.  
 
Designers are qualified by the Ministry of Municipal Affairs and Housing and issued a Building Code 
Identification Number (BCIN). These designers are qualified only for the examinations that they have 
successfully completed.   
 
Architects and engineers are required for larger buildings, construction outside the scope of the OBC, 
renovations and additions to larger buildings or certain occupancy classes. Establishing a complete and 
qualified design team is crucial for ensuring the success of your project. 
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Decks 

 
Preparation and responsibility for the design of a deck attached to a house may be taken by:  

 
X Owner of the house or, 
X BCIN-Qualified Designer  

 
The Building Permit Application Package for a deck project must include:  

¶ Completed Building Application Form  

¶ Plot plan complete with setbacks 

¶ Authority Approvals, if appicable (i.e., Conservation Authority and KFL&A Public Health)  

¶ Paid Building Permit Fees 

¶ Two complete sets of drawings, which include:  
o Plot Plan drawing, including: 

o Location of proposed deck  
o Location of any water ways (if applicable)  
o Setbacks from property lines and dwelling  
o Right-of-ways 
o Easements 
o Existing accessory structures, septic and well (if applicable)   

o Floor Plan, including:  
o Footing and sonotube location  
o Column size and location  
o Beam size and location  
o Joist size and location  
o Location of stairs  

o Cross-section through deck, including:  
o Indication of footing depth  
o Height of deck from grade 
o Guard height, deck construction  
o Details of connection of deck to house (if applicable)  

 

Deck Support 
 
Deck blocks can only be used where:  

 

¶ The deck is not attached to the house  

¶ The deck does not support a roof  

¶ The deck is less than 55 sq. m. (592 sq. ft.)  

¶ The distance from grade to the underside of the floor joists is not more than 600mm (23 5/8”) at 
any point. 
  

Sonotubes with footings are required where deck blocks are not allowed to be used.  
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Guards (Railings)  
 
If the deck is more than 600mm (23 5/8”) above grade, a minimum guard of 900mm (36”) in height must 
be placed around the perimeter of the deck. If the deck exceeds 1800mm (5’11”) above grade, a 
minimum guard of 1070mm (42”) in height must be placed around the perimeter of the deck.  
 
Openings in all guards must prevent passage of a 4” diameter sphere. If a bench is incorporated into the 
guard, the required guard height is measured above the bench surface. All guards must either comply 
with SB-7 of the Ontario Building Code, be designed by a Professional Engineer, or have BMEC 
authorization. 
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Detached Garages  

 
Preparation and responsibility for the design of a detached garage may be taken by:  

X Owner of the house (if detached garage is less than 55 sq. m/592 sq. ft.) or 
X BCIN-Qualified Designer (if detached garage is larger than 55 sq. m./592 sq. ft) 

 
The Building Permit Application Package for a detached garage must include:  

¶ Completed Building Application Form  

¶ Plot plan complete with setbacks 

¶ Authority Approvals, if applicable (i.e., Conservation Authority and KFL&A Public Health)  

¶ Paid Building Permit Fees 

¶ Two complete sets of drawings, which include:  
o Plot plan drawing, including: 

o Location of detached garage  
o Setbacks from property lines 
o Existing dwelling  
o Existing accessory structures 
o Locations of existing septic and well (if applicable)  

o Foundation or slab on grade plan drawing, including: 
o Floor plan  
o Location of doors and windows with lintel sizes  
o Wall thickness 
o Slope of slab   

o Building elevations, including: 
o Location and dimensions of door and windows  
o Exterior finish  

o Wall section drawing, including:  
o Foundation/footing size and depth  
o Wall construction description 
o Roof construction description  
o Height of garage from grade to the mid-point of roof  

 

Garage Support  
 
Detached garages more than 55 sq. m. (592 sq. ft.) can be built on one of the following foundations: 
 

¶ A concrete block or poured concrete wall complete with strip footing that is located a minimum 
1.2m (4 ft.) below grade  

¶ A concrete slab on grade designed by a professional engineer 
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In -Ground and Above -Ground Pools  

 
The Building Permit Application Package for an in-ground or above-ground pool must include:  

¶ Completed Building Application Form  

¶ Authority Approvals (i.e., Conservation Authority and KFL&A Public Health)  

¶ Paid Building Permit Fees 

¶ Two complete sets of drawings, which include:  
o Plot plan drawing, including:  

o Location of pool  
o Location of required pool enclosures 
o Location of any platforms/decks being installed for the new entrance to the pool 

(permits may be required)  
o All gates and entrances into the pool enclosure  
o Setbacks from property lines, dwelling, existing accessory structures, septic and 

well (if applicable)  
 

Additional Information  
 
Pools being installed within 50 ft. of a septic system must have approval from the Public Health before a 

permit can be issued.  

Hot tubs may be exempt from requiring a permit if they have a secure cover of rigid material placed over 

the opening, which can be locked to prevent access when the hot tub is not in use. 
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Additions to Single Family Dwellings  

 
Preparation and responsibility for the design of an addition to a single-family dwelling may be taken by:  

 
X Owner of the house or, 
X BCIN-Qualified Designer  

 
PLEASE NOTE: It is important to ensure that the design consultant you hire to assist you has the 
necessary provincial qualifications required by the Ontario Building Code. 

 
The Building Permit Application Package for an addition to a single family dwelling must include:  

¶ Completed Building Application Form  

¶ Authority Approvals (i.e., Conservation Authority and KFL&A Public Health)  
o Note: If your home is serviced by a private sewage disposal system (septic system) and 

the addition you are proposing to construct contains additional bedrooms or plumbing 
fixtures, the existing sewage system will need to be evaluated to determine if it has the 
capacity to accommodate the additional load that could be imposed upon it by the 
proposed addition 

¶ Paid Building Permit Fees 

¶ Two complete sets of drawings, which include:  
o Plot plan drawing, including:  

o Lot lines, including dimensions  
o Location of dwelling  
o Proposed addition dimensioned to other buildings and lot lines  
o Lot area, main building area, accessory building area, and addition area  
o Municipal address 

o Foundation plan, including: 
o Footings and foundation walls  
o Beam sizes and spans  
o Floor joist size, spacing and spans  
o Weeping tile and sump pit location (if required)  

o Floor plan(s), including:  
o One floor plan for each floor level proposed in the addition  
o Wall locations and thickness 
o Identify rooms, including rooms in existing house adjacent to addition  
o Window and door locations, including sizes and lintels  
o Plumbing fixture locations in proposed bathrooms  
o Exhaust fan size/location and exhaust duct size  
o Specify opening between house and proposed addition, including lintel  
o Roof construction, including beams, rafters, joists or trusses, sizes and direction 
o Existing floor or roof construction to be supported by new opening at addition  

o Elevation drawings, including:  
o The general appearance of the addition from three sides 
o Windows and door sizes  
o Window wells and drainage to weeping tile  
o Masonry veneer steel angle sizes over door and window openings (as required)  
o Flashing at connection to existing house (where applicable)  
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o Exterior wall finish (i.e., siding)  
o Landing, guard and stair details (if applicable)  

o Cross section drawing, including: 
o Footing sizes and depths  
o Foundation construction and depth, including insulation and interior finishes  
o Anchor bolt size and spacing  
o Foundation drainage layer, weeping tile and stone covering  

o Floor construction drawing, including: 
o Wall construction, including stud height  
o Roof construction, including roof pitch  
o Height from grade to roof pitch  
o Connection to main building  

 
 

Additional Information  
 
Truss drawings and truss layout as supplied from the truss manufacturer will be required for roofs 
constructed of pre-engineered roof trusses. 
 
The floor joist layout as supplied from the manufacturer is required when pre-engineered floor joists are 
used.  
 
Where the size of the addition exceeds 20% of the floor area of the existing house, confirmation in the 
form of heat-loss calculations and duct design will be required, to ensure that the excising heating 
system has the capacity to heat not only the existing house but also the proposed addition. 

 

 

  

 

 

 

 

 

 

 

  



Town of Greater Napanee | Development Services Department 
 

20 

Single Family Dwellings  

 
Preparation and responsibility for the design of a single family dwelling may be taken by:  
X Owner of the house  
X BCIN-Qualified Designer  
X Architect  
 
PLEASE NOTE: It is important to ensure that any design consultant you hire to assist you has the 
necessary provincial qualifications required by the Ontario Building Code. 

 
The Building Permit Application Package for a single family dwelling must include:  

¶ Completed Building Application Form  

¶ Authority Approvals (i.e., Conservation Authority and KFL&A Public Health)  
o Note: If you are constructing within a rural area, a well and septic system will be 

required 

¶ Paid Building Permit Fees, Development Charges and Impost fees (if applicable) 

¶ Two complete sets of drawings, which include:  
o Plot plan drawing, including: 

o Lot lines, including dimensions 
o Location of dwelling  
o Proposed addition dimensioned to other buildings and lot lines 
o Lot area, main building area, accessory building area and addition area  
o Municipal address 

o Foundation plan drawing, including:  
o Footings and foundation walls  
o Beam sizes and spans  
o Floor joist size, spacing and spans  
o Weeping tile and sump pit location (if required)  

o Floor Plan(s), including: 
o One floor plan for each floor level proposed  
o Wall locations and thickness 
o Identify all rooms  
o Window and door locations, including sizes and lintels  
o Plumbing fixture locations within entire dwelling  
o Exhaust fan size/location and exhaust duct size 
o Roof construction, including beams, rafters, joists or trusses, sizes and directions  

o Elevation drawings, including:  
o The general appearance of the dwelling  
o Windows and door sizes  
o Window wells and drainage to weeping tile  
o Masonry veneer steel angle sizes over door and window openings (if required) 
o Flashing (where required)  
o Exterior wall finish (i.e., siding)  
o Landing, guard and stair details (if applicable)  

o Cross section drawing, including:  
o Footing sizes and depths  
o Foundation construction and depth, including insulation and interior finishes 
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o Anchor bolt size and spacing  
o Foundation drainage layer, weeping tile and stone covering  
o Wall construction, including stud height  
o Roof construction, including roof pitch  
o Height from grade to mid-point of eave and peak  
o Plot Plan 
o Energy Efficiency Design Summary 

 
 
 

Additional Information 
 
Truss drawings and truss layout as supplied from the truss manufacturer will be required for roofs 
constructed of pre-engineered roof trusses. 
 
The floor joist layout as supplied from the manufacturer is required when pre-engineered floor joists are 
used.  
 
Heat loss calculations are required prior to a framing inspection. 
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Application and Process Overview  

Official Plan Amendments  

An Official Plan describes a municipality’s policies on how land in the community should be used. The 

Town of Greater Napanee’s Official Plan was prepared with input from the public, and helps to ensure 

that future planning and development will meet the specific needs of our community. It also lets the 

public know what our general land use policies are, and ensures that growth is coordinated and meets 

the needs of the community as a whole.  

An Official Plan amendment may be required due to changing conditions in the community or to a 

proposed development. If your proposal does not conform to the Official Plan, an amendment may seek 

to change the land use designation of a property and/or apply new policies to that property as part of a 

proposed development or expansion to an existing use that is not allowed under the existing Official 

Plan. With Official Plan amendments, the applicant must be able to show Council that the proposed 

development meets the long-term plans for the area, and is compatible with surrounding land uses. The 

new use must be consistent with the Provincial Policy Statement and conform with provincial plans.  

An Official Plan amendment will normally also require an amendment to the zoning bylaw before 

development can take place. 

Some issues that may be dealt with through the Town’s Official Plan include:  

¶ Where new housing, industry, offices and shops will be located  

¶ Which services will be needed, and where they will be located (roads, watermains, sewers, 

parks, schools)  

¶ Where a mix of land uses may be allowed  

¶ When, and in what order, parts of the community will grow  

¶ Where growth will not be allowed  

¶ Where community improvement areas are identified. 

All Official Plan amendment applications are processed by the Planning Department.  

 

Official Plan Amendment Application Procedure 

The time frame from the submission of an application to the final decision and the zoning bylaw coming 

into effect is approximately 4-6 months. 

1. Pre-Application Consultation: Meet with the Planning Department to discuss the proposed 

amendment prior to submitting an application  

2. Application: Ensure that the application is filled out completely and is legible. Applications will 

not be accepted if incomplete or inaccurate information is provided. 

3. Fee Submission: Fees must be submitted at the same time as the application.  (see Appendix) 
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4. Application Review: Once the application has been reviewed by the Planning Department, it is 

circulated to external agencies (such as Public Health, Conservation Authority, Ministry of 

Transportation, Ministry of Natural Resources). Any comments or requirements will be 

considered for final decision by Council.  

5. Notice of Public Meeting: The Committee of Adjustment will publish a Notice of Public Meeting 

in one of the local newspapers at least 20 days before the scheduled meeting date to discuss the 

application.  

6. Public Meeting: The Public Meeting will normally be held within 60 days of receiving the 

application. The applicant and interested persons are invited to attend and express their views 

at the public meeting. The applicant and interested persons may also appear before the 

Committee to comment on the application. A written report and recommendation will be 

presented to Council by the Town’s Planner. 

7. Council Deliberations: At this point, Council has the option to approve the Planner’s 

recommendation, amend it, reject it, or refer it back to the Planner for further information.  

8. Approval: Once the application is approved by Council, the bylaw to adopt the Official Plan 

amendment will be passed by Council. 

9. Notice of Passing: If Council passes the bylaw amendment, the Planning Department will publish 

the Notice of Passing in the local newspaper within 15 days of the decision, as well as to the 

applicant and anyone who has expressed an interest in the application. The Notice of Passing 

will outline the appeal procedure and identify the deadline (20 day appeal period) for filing an 

appeal of the Committee’s decision to the Local Planning Appeal Tribunal. 

10. Appeal Period: Anyone may appeal a decision of the Committee of Adjustment to the Local 

Planning Appeal Tribunal. The appeal must be submitted within 20 days of the decision of the 

Committee of Adjustment to the Secretary-Treasurer. If the bylaw is appealed to the Local 

Planning Appeal Tribunal, the final decision regarding approval or rejection of the application 

will be made by the Tribunal following a hearing. 

11. Final Decision: If there are no appeals, the Committee’s decision is final. 
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Official Plan Fees  

 

Official Plan Amendment Application: $500.00 + $1,500.00 deposit  

The $1,500 deposit is kept as a retainer. The municipality will invoice the applicant for all fees accrued 

as the application is being processed.  

The applicant is required to cover all costs incurred to process the application. Failure to pay invoices 

for processing will result in a hold on the application until fees are paid in full.  

Additional fees are payable to the relevant Conservation Authority or Public Health organization listed 

below: 

¶ Cataraqui Region Conservation Authority  

¶ Quinte Conservation  

¶ KFL&A Public Health  

Typical planning fees can range from $5,000-$20,000 depending on size of project in that there are no 

appeals. Having your own planner will reduce fee to the Town but will not eliminate them.   
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Zoning Amendments  

 

A rezoning application or zoning amendment is a planning tool used to change the permitted use of land 

or alter a specific zoning provision.  

Zoning amendment applications are considered by Council under the authority of the Planning Act of 

Ontario. Rezoning applications must be in keeping with and conform to the policies of the Town of 

Greater Napanee’s Official Plan and the Provincial Policy Statement. Additional studies and reports may 

be required in support of a rezoning application. These studies may be peer-reviewed. 

The nature of each zoning amendment application varies significantly and the process times fluctuate 

accordingly. In addition to public input, comments may be required from other agencies or consultants 

specialized in the area of specific reports and studies submitted.  

Please contact the Planning and Development Staff before you submit an application for a zoning 

amendment. Staff will:  

• Confirm whether a zoning amendment is necessary  
• Provide initial comments on your proposed development  
• Outline information that will be needed to support your application  
• Confirm whether other approvals will also be required  
• May suggest other departments that should be contacted before an application is 

submitted, to determine if there are any development issues  
 

All zoning amendment applications are processed by the Planning Department, and when possible, staff 

support processing multiple planning applications for one project concurrently.  This assists with an 

overall understanding of the project and expedites processing timelines. 
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Zoning Amendment Application Procedures 

 

The time frame from the submission of an application to the final decision and the zoning bylaw coming 

into effect is approximately 4-6 months. 

1. Pre-Application Consultation: Meet with the Planning Department prior to submitting an 

application.  

2. Application: Ensure that the application is filled out completely and is legible. Applications will 

not be accepted if incomplete or inaccurate information is provided. 

3. Fee Submission: Fees must be submitted at the same time as the application. The municipal fee 

for submitting a zoning amendment application is $500.00, along with a $1,500.00 deposit 

which is kept as a retainer. The municipality will invoice the applicant for all fees and expenses 

accrued to process the application. Any additional fees are payable to the relevant Conservation 

Authority or Public Health Organization.  

4. Application Review: Once the application has been reviewed by the Planning Department, it is 

circulated to external agencies (such as Public Health, Conservation Authority, Ministry of 

Transportation, Ministry of Natural Resources). Any comments or requirements will be 

considered for final decision by Council.  

5. Notice of Public Meeting: The Committee of Adjustment will publish a Notice of Public Meeting 

in one of the local newspapers at least 20 days before the scheduled meeting date to discuss the 

application.  

6. Public Meeting: The Public Meeting will normally be held within 60 days of receiving the 

application. The applicant and interested persons are invited to attend and express their views 

at the public meeting. The applicant and interested persons may also appear before the 

Committee to comment on the application. A written report and recommendation will be 

presented to Council by the Town’s Planner. 

7. Council Deliberations: At this point, Council has the option to approve the Planner’s 

recommendation, amend it, reject it, or refer it back to the Planner for further information.  

8. Notice of Passing: If Council passes the bylaw amendment; the Planning Department will publish 

the Notice of Passing in the local newspaper within 15 days of the decision, as well as to the 

applicant and anyone who has expressed an interest in the zoning amendment application. The 

Notice of Passing will outline the appeal procedure and identify the deadline (20 day appeal 

period) for filing an appeal of the Committee’s decision to the Local Planning Appeal Tribunal. 

9. Appeal Period: Anyone may appeal a decision of the Committee of Adjustment to the Local 

Planning Appeal Tribunal. The appeal must be submitted within 20 days of the decision of the 

Committee of Adjustment to the Secretary-Treasurer. If the bylaw is appealed to the Local 
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Planning Appeal Tribunal, the final decision regarding approval or rejection of the application 

will be made by the Tribunal following a hearing. 

10. Final Decision: If there are no appeals, the Committee’s decision is final. 

 

Zoning Amendment Fees 

 

Zoning Amendment Application Fee: $500.00 + $1,500.00 deposit (payable in a lump sum of $2000.00 

to the Town of Greater Napanee).  

The $1,500 deposit is kept as a retainer. The municipality will invoice the applicant for all fees and 

expenses accrued to process the application.  

The applicant is required to cover all costs incurred to process the application, including any fees 

above the $1,500 deposit.  Failure to pay invoices for processing will result in a hold on the application 

until fees are paid in full.  

Typical planning fees can range between $5,000-$10,000. Hiring your own planner can reduce fees 

prior to Town but you will also cover Town review costs.  

Additional fees are payable to the relevant Conservation Authority or Public Health organization listed 

below: 

ω Cataraqui Region Conservation Authority  
ω Quinte Conservation  
ω KFL&A Public Health 
 

(see Page 42 for contact info)
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Land Severance (Consent) Application and Procedure 

 

A land severance or consent is the division of a piece of land to form a new lot or new parcel of land. In 

addition to land division, right-of-ways, easements and any changes to your existing property 

boundaries require land severance approval.     

When considering multiple consents, it may be required to undertake a Plan of Subdivision application.   

This application for more development introduces other requirements to proceed, consultation with 

planning staff is recommended to determine the appropriate application. 

When is a land severance consent required? 

¶ To divide (or sever) land for the purpose of sale  

¶ To register easements for right of way  

¶ To adjust boundaries of existing land parcels to enlarge or decrease the size of a property  

¶ To register a lease over part of a parcel of land when the term of the lease is 21 years or more 

(inclusive of renewal options)  

The following criteria are considered for each land severance proposal:  

¶ Conformity with the Official Plan  

¶ Compatibility with adjacent land uses  

¶ Suitability of the land for the proposed purpose, including size and shape of the lot(s) being 

created  

¶ Adequacy of vehicular access, water supply and sewage disposal  

¶ The need to ensure protection from potential flooding  

¶ Consistency with the Provincial Policy Statement  

Severance approval may be granted with certain conditions attached to it, including requirements for 

road widening; parkland dedication; or a rezoning or minor variance to allow for a new land use. The 

property owner may be required to enter into an agreement with the municipality to provide future 

services or facilities. Severance conditions are the owner’s responsibility and must be met within one 

year.  
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Land Severance (Consent) Application Procedures  

 

The time frame from the submission of an application to the final decision of the Committee of 

Adjustment is approximately 2-3 months. 

1. Pre-Application Consultation: Meet with the Planning Department prior to submitting an 

application. The Planning Department will let you know the requirements for a severed lot and 

the retained parcel.  

2. Application: Ensure that the application is filled out completely and is legible.  

a. Include drawings and sketches, and ensure that dimensions are accurate.  

b. Sketch should be prepared by a Surveyor and must show property frontage, property 

depth and the locations and sizes of all building. 

c. Sketch must indicate the subject retained parcel as well as the proposed land to be 

severed. 

d. The approximate location of all natural and artificial features of the property, including 

railways, highways, watercourses, and the location of any of these features on adjacent 

lands which may affect the application. 

e. The location of all road allowances, rights of way, streets or highways within or abutting 

the property.  

f. The location and nature of any restrictive covenant or easement affecting the subject 

land.  

3. Fee Submission: Fees must be submitted at the same time as the application. The municipal fee 

for processing the application is $500.00, with a $500.00 deposit. There may be additional fees 

required by KFL&A, Public Health and the Conservation Authority. 

4. Application Review: Once the application has been reviewed by the Planning Department, it is 

circulated to external agencies (such as Public Health, Conservation Authority, Ministry of 

Transportation, Ministry of Natural Resources). Any comments or requirements will be 

considered for final decision by the Committee of Adjustment.  

5. Notice of Public Meeting: The Committee of Adjustment will publish a Notice of Public Meeting 

in one of the local newspapers at least 14 days before the scheduled meeting date to discuss the 

application.  

6. Public Meeting: The Public Meeting will normally be held within 30 days of receiving the 

application. The applicant and interested persons are invited to attend and express their views 

at the public meeting. A written report will be presented to the Committee of Adjustment by the 

Planning Department.  

7. Conditions: The Committee of Adjustment may impose conditions on the application as part of 

the approval of the application.  

8. Notice of Decision of the Committee: Within 10 days of the decision, the Planning Department 

will circulate a Notice of Decision of the Committee to the applicant and anyone who has filed a 

written request for notice of the decision. The Notice of Decision will outline the appeal 

procedure and identify the deadline (20 day appeal period) for filing an appeal of the 

Committee’s decision to the Local Planning Appeal Tribunal.  
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9. Appeal Period: Anyone may appeal a decision of the Committee of Adjustment to the Local 

Planning Appeal Tribunal. The appeal must be submitted within 20 days of the decision of the 

Committee of Adjustment to the Secretary-Treasurer. 

10. Final Decision: If there are no appeals at the end of the appeal period, the Committee’s decision 

is final. 

 

Land Severance (Consent) Fees 
 
On-Town Services: $500.00  
Not-on-Town Services: $500.00 + $500.00 deposit  
Fees may also be required by KFL&A Public Health and Conservation Authority to process the 
application.  (see Page 41 for contact info) 
 
If any fees are incurred above the $500.00 deposit, the applicant WILL be responsible for all costs. 
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Minor Variance Application 

A Minor Variance application is a planning tool used to seek relief when a property or building 
does not meet a provision of the Zoning Bylaw. 

Minor Variance applications are considered by the Committee of Adjustment, under the 
authority of the Planning Act of Ontario. A typical minor variance generally takes approximately 
2-3 months to process which includes seeking input from the public and various agencies. 

 

Minor Variance Application Procedure 

 

The time frame from the submission of an application to the final decision of the Committee of 

Adjustment is approximately 2-3 months. 

1. Pre-Application Consultation: Meet with the Planning Department to discuss your plans before 

you submit an application.  The Planning Department will determine the need for a variance, the 

nature of the variance, and whether or not an amendment to the zoning by-law is required, 

instead of a variance. 

2. Application: Ensure the application is completely filled out and legible. Including drawings and 

sketches, and be sure that the dimensions are accurate.  

3. Fee Submission: Fees must be submitted at the same time as the application. The municipal fee 

for processing the application is $500.00. There may be additional fees required by KFL&A Public 

Health and the Conservation Authority.  

4. Application Review: Once the application has been reviewed by the Planning Department, it is 

circulated to external agencies (such as KFL&A, Conservation Authority, Ministry of 

Transportation, Ministry of Natural Resources). Any comments or requirements will be 

considered for final decision by the Committee of Adjustment.  

5. Notice of Public Meeting: The Committee of Adjustment will publish a Notice of Public Meeting 

in one of the local newspapers at least 10 days before the scheduled meeting date to discuss the 

application.  

6. Public Meeting: The Public Meeting will normally be held within 30 days of receiving the 

application. The applicant and interested persons are invited to attend and express their views 

at the public meeting. A written report will be presented to the Committee of Adjustment by the 

Planning Department.  

7. Conditions: The Committee of Adjustment may impose conditions on the application as part of 

the approval of the application.  

http://www.greaternapanee.com/en/livinghere/resources/Planning-Services/Minor%20Variance%20Application.pdf
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8. Notice of Decision of the Committee: Within 10 days of the decision, the Planning Department 

will circulate a Notice of Decision of the Committee to the applicant and anyone who has filed a 

written request for notice of the decision. The Notice of Decision will outline the appeal 

procedure and identify the deadline (20 day appeal period) for filing an appeal of the 

Committee’s decision to the Local Planning Appeal Tribunal.  

9. Appeal Period: Anyone may appeal a decision of the Committee of Adjustment to the Local 

Planning Appeal Tribunal. The appeal must be submitted within 20 days of the decision of the 

Committee of Adjustment to the Secretary-Treasurer. 

10. Final Decision: If there are no appeals at the end of the appeal period, the Committee’s decision 

is final. 

 

Minor Variance Fees  
 
Minor Variance Application Fee: $500.00  
Fees may also be required by KFL&A Public Health and the Conservation Authority to process the 
application. (see Page 42 for contact info) 

 

Note: Any Building Permits required cannot be issued until the appeal period is complete 
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Appeals to Local Planning Appeal Tribunal  

 
The Planning Act provides for an appeal process for decisions on planning applications.  Any person with 
an interest in the matter may appeal a decision of the Committee of Adjustment or Council to the Local 
Planning Appeals Tribunal provided that they made a presentation at the public meeting or provided a 
written submission prior to the decision being made.  The appeal must be filed within the appeal period 
as set out in the Notice and must identify the portion of the decision being appealed and the reasons 
why along with the required appeal fee of $125.    

If an application is appealed to the Local Planning Appeal Tribunal, the final decision will be made by the 
Tribunal following a hearing.  A hearing may last only a few hours if the matter is quite simple, but for 
more complicated matters, the hearing may last for several days or even weeks.  Depending on the 
complexity of the matter, it may take 2 – 6 months to navigate through the Local Planning Appeals 
Tribunal process.  

The Tribunal may dismiss an appeal without a hearing for such matters as: the appeal was not based on 
land use planning grounds; the appeal is considered to be frivolous or vexatious; the appellant did not 
make submissions before the decision was made; written reasons for the appeal were not provided; the 
Tribunal fee was not paid; or the appellant did not respond to requests by the Tribunal for further 
information. 

Once the hearing has been held, the Tribunal will issue its Decision and / or Order.    Receipt of the 
written Decision / Order may take a few weeks or months depending on the issues that were before the 
Tribunal and the amount of evidence submitted to the Tribunal. 
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Site Plan 

 A site plan establishes both the design and technical aspects of development proposals. It also ensures 
that the project blends with the character of the neighbourhood or local business area, and meets the 
Town's development requirements for matters such as site servicing, setbacks, parking requirements 
and storm water management. Site plan approval is regulated by the Planning Act of Ontario . 

The entire Town of Greater Napanee is designated by Council as a "Site Plan Control Area".  A building 
permit cannot be issued and development cannot begin until site plan approval has been obtained. 

Under the legislation, the Town can request site plans showing the locations of all facilities and works, 
elevation drawings showing massing and conceptual design, landscape plans, vehicular and pedestrian 
access, parking, and grading and drainage. 

The Town recommends a pre-consultation meeting be held prior to submission of an application for Site 
Plan approval 

The nature of each Site Plan application will vary significantly, and the process will sometimes fluctuate 
accordingly. In addition to public input, review may be needed from other agencies or consultants 
specialized in the area of specific design for development. 

 

Site Plan Application Procedures 

 

The time frame from the submission of an application to the final decision and the Site Plan Agreement 

being registered is approximately 4-6 months. 

1. Pre-Application Consultation: Meet with the Planning Department prior to submitting an 

application.  

2. Application: Ensure that the application is filled out completely and is legible. Applications will 

not be accepted if incomplete or inaccurate information is provided. 

3. Fee Submission: Fees must be submitted at the same time as the application. The municipal fee 

for submitting a site plan application is $1,500.00, along with a $1,500.00 deposit which is kept 

as a retainer. The municipality will invoice the applicant for all fees and expenses accrued to 

process the application. Any additional fees are payable to the relevant Conservation Authority 

or Public Health.  

4. Application Review: Once the application has been reviewed by the Planning Department, it is 

circulated to external agencies (such as Public Health, Conservation Authority, Ministry of 

Transportation, Ministry of Natural Resources). Any comments or requirements will be 

considered for final decision by staff.  

http://www.greaternapanee.com/en/livinghere/resources/Planning-Services/Site%20Plan%20Control%20Application.pdf
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5. Review Comments: Once the Site Plan application is reviewed by all appropriate departments 

and agencies, review comments are then provided to the applicant/consultant for consideration 

and the necessary amendments to the proposed Site Plan.  

6. Resubmission: Once updated amendments are complete, the revised application is resubmitted 

for further review and approval.  

7. Site Plan Agreement: Once Town staff deem the Site Plan complete and satisfy the 

requirements of the Town, a Site Plan Agreement will be prepared for signing by both the Town 

and the developer.  This agreement once executed by all parties, will be registered on title of 

the lands.   

 

Site Plan Fees 

 

Site Plan Application Fee: $1,500.00 + $1,500.00 deposit (payable in a lump sum of $3,000.00 to the 

Town of Greater Napanee).  

The $1,500 deposit is kept as a retainer. The municipality will invoice the applicant for all fees and 

expenses accrued to process the application.  

The applicant is required to cover all costs incurred to process the application, including any fees 

above the $1,500 deposit.  Failure to pay invoices for processing will result in a hold on the application 

until fees are paid in full.  

Typical planning fees can range between $2,000-$10,000.  

Additional fees are payable to the relevant Conservation Authority or Public Health organization listed 

below: 

ω Cataraqui Region Conservation Authority  
ω Quinte Conservation  
ω KFL&A Public Health 
 

(see Page 42 for contact info) 
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Community Input & 
Regulations  

Heritage Street Smarts and Property Standards 
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Greater Napanee Heritage Street Smarts Program  

 

The primary purpose of the Street Smarts Program is to encourage preservation of the architectural 

traditions upon which the character of the downtown of the Town of Greater Napanee is based. The 

whole of the downtown can benefit from a program that confirms and maintains consistency in design 

of existing buildings, or ensures that existing buildings are maintained or restored in a manner 

consistent to their architectural style and which brings continuity to the downtown.  

The Street Smarts Program encourages restoration and rehabilitation of downtown buildings in a 

fashion that has regard to the original design of buildings and the downtown and the provisions of the 

Ontario Building Code.  

Under the Street Smarts Program, grants in the form of non-repayable financial contributions will be 

provided by the Town of Greater Napanee to owners or qualifying tenants of buildings in the Town's 

downtown to improve the front façades of downtown buildings, business improvement area.  

 

Who is eligible for the Street Smarts Program?  

Properties located in the Town of Greater Napanee Business Improvement Area are eligible for grants 

under the Community Improvement Plan Key Map. Any applicant who does not own the property 

subject of improvements must provide authorization from the owner. Additions to buildings are not 

eligible for grants under this Program unless the project involves replicating original architectural detail 

using proper materials and/or the addition results in a second façade for the building that meets 

requirements set out by the Street Smarts Committee. 

 

How do I apply for the Street Smarts Program?  

To apply under the Street Smarts Program, an applicant must fully complete and submit the required 

application form to the Director of Development Services. The application will not be accepted unless 

signed by the applicant and where the applicant is not the owner of the property, by the owner of the 

property as well.  

There is no cost to make an application under the Street Smarts Program.  

 Generally, applications will be considered on a first come, first serve basis. However, where there are 

more applications than funds available, the Street Smarts Committee may elect to recommend the 

applications to Council that it believes will produce the greatest benefits for the downtown and the 

community.   

A complete application must include:  

¶ Name, address, and phone number for the applicant (and owner if different than the applicant)  

¶ Municipal address of the subject property  

¶ Deed for the subject property, to be submitted prior to the commitment agreement being 

executed (showing name of current owner and legal description)  
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¶ Detailed description of the proposed façade improvement works, which will require submission 

of photos and/or detailed and professionally prepared drawings to scale of the building's façade 

illustrating the nature of proposed work, to include details on:  

o Building materials  

o Colour (paint chips, brick/stone colour, etc)  

o Sign specifications  

o Exterior lighting  

o Architectural detailing  

o Door and window types and detailing  

o Awnings  

o Details on general renovations  

¶ Two (2) independent quotes from qualified contractors on the cost of completing the proposed 

works, along with quotations and/or contracts for any other eligible expenses  

¶ Total estimated cost of project and amount of grant requested  

¶ Signature of the applicant (and owner if different than the applicant)  

Where an approval has been given to a proposed project under the Street Smarts Program and the 

applicant fails, within a reasonable time (generally 6 months) to execute the commitment agreement, 

Town Council at its sole discretion may withdraw its approval and re-allocate the grant to another 

acceptable application.   

 

Greater Napanee Heritage/Street Smarts Committee 

The Greater Napanee Heritage/Street Smarts Committee is a volunteer, advisory and consultative 

committee established by Town Council.  

The Committee’s responsibilities include:  

¶ Advising and assisting in community heritage matters 

¶ Encouraging and promoting heritage awareness, conservation and preservation within the 

municipality  

¶ Establishing partnerships with other heritage and community organizations  

¶ Making recommendations for the Street Smarts façade improvement grant program  
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Property Standards  

 

The Town of Greater Napanee’s Property Standards By-Law No. 2010-0050, as amended,  regulates the 

maintenance and occupancy of both buildings and property within the Town. 

The By-law regulates: 

¶ The exterior condition of the building and site; and 
¶ The interior of the building, which must also comply with minimum health and safety 

requirements. 

Inspections 

Once an inspection is carried out, the Property Standards Officer may issue an Order to the owner of the 
property. The goal is to obtain compliance with the By-law. 

Property Standards Complaints 

To submit a property standards complaint, please complete the Town’s Complaint Form (which is also 
available at: 

¶ the Corporate & Community Services Office - 12 Market Square; or 
¶ the Infrastructure Services Office - 45 Commercial Court; 
¶ www.greaternapanee.com 

Please submit it to the Infrastructure Services Office. Once a written complaint is submitted, the 
Property Standards Officer will follow-up on any issues that pertain to the by-law. 

Where a property owner is not satisfied with the terms of the Order, he/she may appeal to the Property 
Standards Committee. The Committee is composed of Members of Council and meets on an as-needed 
basis. 

 

 

 

 

http://www.greaternapanee.com/en/livinghere/resources/By-laws/BY-law%20No.%202010-0050%20Property%20Standards%20By-law.pdf
http://www.greaternapanee.com/en/livinghere/resources/By-laws/Complaint%20Report%20Form.pdf
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Water and Waste Water 
 Impost Fees, Water Treatment and Billing 
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Water and Waste Water Treatment Responsibilities 

 

The Utilities Department is responsible for: 

¶ providing a reliable supply of clean, safe drinking water to residents within the communities of 
Napanee and Sandhurst Shores 

¶ collecting and appropriately treating wastewater discharged to sanitary sewers within the 
community of Napanee 

The Town of Greater Napanee is committed to supplying a safe, consistent, drinking water supply and to 

complying with all applicable regulatory requirements. We strive to achieve these goals through the 

implementation of a management system comprised of documentation that demonstrates risk-based 

treatment process evaluation, staff competency, open communications, workplace safety, and 

appropriate emergency response measures. 
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Contacts 

The following list contains departments/agencies which may be involved in the development 
approval process.  You are encouraged to contact the following individuals as they apply to your 
project prior to formal submission.  Once a preliminary concept plan is drafted, a pre-
consultation meeting will be scheduled with the applicable departments and agencies. 

 

Department Contact 
 

Responsibility 
 

Development Services Michael Nobes 
Director of Development Services 
(613)354-5931, Ext 2117 
mnobes@greaternapanee.com 
 

Plans, policies and programs 
associated with land-use 
planning, development and 
building processes. 

Planning Services Gib Garrett 
Planning Clerk 
(613)354-5931, Ext 2114 
ggarrett@greaternapanee.com 
 
Jean Rixen 
Planning Clerk II 
(613)354-5931, Ext 2109 
jrixen@greaternapanee.com 
 

Official Plan & Zoning By-law 
provisions, Site Plan Control,  
Consent, Minor Variance 

Building Department Charles McDonald 
Chief Building Official 
(613)354-3351, Ext 2031 
cmcdonald@greaternapanee.com 
 
Rebecca Roy 
Deputy Chief Building Official 
(613)354-5931, Ext 2103 
rroy@greaternapanee.com 
 
David Twiddy 
Building Official 
(613)354-5931, Ext 2101 
dtwiddy@greaternapanee.com 
 
Cory Seaton 
Building Official 
(613)354-5931, Ext 2111 
cseaton@greaternapanee.com 
 

Preliminary comments on 
Ontario Building Code 
matters and requirements 
relating to building permit 
applications. 

mailto:mnobes@greaternapanee.com
mailto:ggarrett@greaternapanee.com
mailto:jrixen@greaternapanee.com
mailto:cmcdonald@greaternapanee.com
mailto:rroy@greaternapanee.com
mailto:dtwiddy@greaternapanee.com
mailto:cseaton@greaternapanee.com
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Fire Department Kevin Duncan 
Fire Prevention Officer 
(613)354-3415,  Ext 2225 
kduncan@greaternapanee.com 
 

Preliminary comments on 
Fire Code matters relating to 
building permit applications 
as well as fire access routes 
and fire hydrant locations. 

Public Works Ron Vankoughnet 
Public Works Supervisor 
(613)354-8863 
rvankoughnet@greaternapanee.com 
 
 

Entrance locations on 
municipal roads 

County of Lennox & 
Addington 

Chris Wagar 
Manager, Roads & Bridges 
(613)354-4883, Ext 3230 
cwagar@lennox-addington.on.ca 
 
Jim Klaver 
Operations and Development 
Technologist 
(613)354-4882, Ext 3226 
jklaver@lennox-addington.on.ca 
 

Entrance locations and 
access along county roads, 
future road widening 

County of Lennox & 
Addington 

Stephen Paul 
Director, Community and 
Development Services 
(613) 354-4883. Ext 3234 
spaul@lennox-addington.on.ca 
 

Economic Development 

Ministry of Transportation MTO, Eastern Region 
(613)544-2220 
www.mto.gov.on.ca 
 

Entrance locations and 
access along provincial 
highways, permit may be 
required for development 
along Highway 401 and 
Highway 33 

KFL&A Public Health Andrew Girouard 
(613)354-3357 
Andrew.Girouard@kflapublichealth.ca 
 
Ryan Decker 
(613)354-3357 
Ryan.Decker@kflapublichealth.ca 
 

Septic system requirements, 
information regarding 
private wells 

Ministry of the Environment Wells Help Desk 
1-888-396-9355 
 

Installation of new wells 

mailto:kduncan@greaternapanee.com
mailto:rvankoughnet@greaternapanee.com
mailto:cwagar@lennox-addington.on.ca
mailto:jklaver@lennox-addington.on.ca
mailto:spaul@lennox-addington.on.ca
http://www.mto.gov.on.ca/
mailto:Andrew.Girouard@kflapublichealth.ca
mailto:Ryan.Decker@kflapublichealth.ca
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Quinte Conservation 
Authority 

Tim Trustham 
Ecologist and Planner 
(613)968-3434, Ext 110 
TTrustham@quinteconservation.ca 
www.quinteconservation.ca 
 
 
 

Development or alteration of 
land near watercourses, 
shorelines or wetlands 

Cataraqui Region 
Conservation Authority 

Andrew Schmidt 
Development Review Manager 
(613)546-4228, Ext 244 
aschmidt@crca.ca 
www.crca.ca 
 

Development or alteration of 
land near watercourses, 
shorelines or wetlands 

Environment & Land 
Tribunals Ontario 
 

ELTO Customer Service 
(416) 212-6349 or  
toll free 1-866-448-2248 
http://elto.gov.on.ca/about-elto/ 
 

Deciding authority for 
appeals to planning 
decisions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:TTrustham@quinteconservation.ca
http://www.quinteconservation.ca/
mailto:aschmidt@crca.ca
http://www.crca.ca/
http://elto.gov.on.ca/about-elto/
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Greater Napanee 
Utilities 

2018 Impost 
Rates 

 

 
 

Item Residential Water and Sewer Rates 

1 Each dwelling unit of a building with three or less dwelling units $4,409.15/dwelling unit 

2 First three dwelling units of a building have four or more dwelling 

units 

 

$13,227.44 

3 Each additional dwelling unit of a building with four or more dwelling 

units larger than 93 m2
 

 

$3,969.39/dwelling unit 

4 Each additional dwelling unit of a building with four or more dwelling 

units of 70 m2 
to 93m

2
 

 

$3,529.63/dwelling unit 

5 Each additional dwelling unit of a building with four or more dwelling 

units smaller than 70 m2
 

 

$3,089.87/dwelling unit 

6 Each dwelling unit of a building subsidized and constructed 

exclusively for senior citizens 

 

$2,256.65/dwelling unit 

7 Mobile homes $2,256.65/pad 

. 
 

 Non- Residential, Commercial, Industrial, Institutional and 

Educational 

Water and Sewer Rates 

8 (The rates below apply to floor space below ground level with public access) 

9 Each institutional bed $1,325.06/bed 

10 Each hotel or Motel like accommodation (note that areas used as 

lobbies, offices, fitness facilities and commercial space are subject to 

commercial rates.) 

 

 
$844.80/bedroom 

11 Floor area up to 1,850 m2 including space below ground level with 

public access 

 

$8.86/m
2
 

12 Additional floor area between 1,850 m2 and 3,700 m2 including space 

below ground level with public access 

 

$4.45/m
2
 

13 Additional floor area greater than 3700 m2 including space below 

ground level with public access 

 

$2.26/m
2
 

14 Minimum for non‐residential, commercial, industrial and educational $2,106.21 

15 Maximum for non‐residential, commercial, industrial and educational $42,124.13 

 
These rates above are the minimums that shall apply. The 

Town may impose further charges where it is considered 

that water consumption and/or sewage discharge will have 

a significant impact upon the water and/or sewage systems. 
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               How to Calculate your Basic  

Residential Water & Wastewater Bill  

2018   

Water and wastewater bills will be issued every other month – January, March, May, July, 

September & November Remember that the total amount on your bill is for two months of 

service and use.  

The following is a typical bill calculation without any extra surcharges or adjustments*.  

 

 

Water Usage  
(from your bill)  

   25.2   m3  
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