
SIGN BY-LAW 0054-2002, as amended

Applicant  Information Sheet - Sign Variance Process

1. See Sign Permit Process Flow Chart

2. Sign variance applications will not be processed until the sign variance fees are
paid.  Sign variance fees are non-refundable*.

C Sign Variance Application Fee $415.00/application

C Sign Variance Application Fee for $930.00/application
an existing sign erected without a permit

* sign variance fees are processing fees regardless if the application is
approved or refused.

3. The sign variance process will take a minimum of eight weeks to complete.

4. Sign variance applications will not be processed until a complete sign variance
application is submitted.  The applicant will be responsible for providing 8 ½" X 11"
drawings for Sign Variance Report which will be presented to Planning and
Development Committee.  The drawings must include: a key plan, a site plan and
sign drawings.  (See example)

5. It will be the responsibility of the applicant to contact the Office of the City Clerk
before the Planning and Development Committee meeting, to be heard before the
Committee.

Date: May 1, 2002







SIGN PERMIT PROCESS FLOW CHART

 

Applicant submits a complete Sign Permit Application
to SIGN UNIT.

The SIGN UNIT will review the application

If the application complies with Sign By-law
0054-2002, as amended, a sign permit will be
issued.

If the sign requires a building permit, a building
permit application must be submitted to the
Building Division and will be reviewed for
compliance with the Ontario Building Code and
any other applicable laws.
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If the application complies with the Ontario
Building Code, a building permit will be issued.

If the application complies with the Ontario Building Code,
a building permit will be issued.

If the application requires a variance to
Sign By-law 0054-2002, as amended:
Upon receipt of the sign variance fees, the plans will be
forwarded to the Development and Design Division.

The Development & Design Division will review the
variance for design merit, and to ensure the intent of the
By-law is maintained. 

A Corporate Report will be prepared by the Planning and
Building Department with a recommendation for approval
or refusal and will be forwarded to the Planning and
Development Committee for consideration.

The Planning and Development Committee's
recommendation will be forwarded to Council for
consideration.

Council decision is final.

If approved, a sign permit will be issued.

If the sign requires a building permit, a building permit
application must be submitted to the Building Division and
will be reviewed for compliance with the Ontario Building
Code and any other applicable laws.



Applicant submits a complete Sign Permit Application
(see back page) to SIGN UNIT.

If the application complies with Corporate
Policy  -  Portable Signs on Road Allowances:
a Sign Permit will be issued. M
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PORTABLE SIGNS ON ROAD ALLOWANCES
FLOW CHART

 

The SIGN UNIT will review the application

If the application requires an "Exception"  to the
Corporate Policy for Portable Signs on Road
Allowances:
Upon receipt of a written request from the applicant to the
Commissioner of Planning and Building for an "Exception"
to the Policy, the application will be forwarded to the
Development and Design Division.

The Development & Design Division will review the
"Exception" for merit and to ensure the intent of the Policy
is maintained and then recommend approval or refusal to
the Commissioner.

If approved by the Commissioner of
Planning and Building, a sign permit will
be issued.

If refused, the applicant can apply for a
sign variance (See Sign Permit Process
Chart)

"Exceptions" Where the application does not conform to the Corporate Policy for Portable Signs on Road Allowance, exceptions to
this policy may be granted only on the approval of the Commissioner, or designate, after consultation with the ward
councillor.  In this regard, the applicant must submit a complete application, along with a written request for an exception
to the Commissioner of Planning and Building.  Each request will be considered on its own merits, on a site-by-site
basis, and on the impact of the exception on the City as a whole.  For example, an exception may be granted to permit
additional signage promoting a City-wide special event or festival.  The Commissioner's authority to approve exceptions
does not extend to the reduction or waiving of fees.



COMPLETE APPLICATION A complete application shall include, if applicable, a permit
fee, a security deposit, proof of insurance, and written
permission for the use of an allocated site.
Please refer to Corporate Policy for Portable Signs on Road
Allowance for further information on these requirements.

The following information shall be required as part of a
complete application:
C name, address, and telephone number of applicant

organization;
C name, address, and telephone number of party

responsible for installation and removal of the sign;
C proposed sign installation date and removal;
C municipal address (a municipal address has been

assigned to each delineated location within the road
allowance and is available from the Sign Unit);

C a detailed site plan, with dimensions, showing the
location of the proposed sign in relation to other
features (eg. driveways, bus shelters, traffic devices);

C the dimensions of the intended sign (i.e. area of each
sign face and height of the sign above grade);

C the message which will be conveyed on the sign; and
C registration number, if applicant is a registered

charity.
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