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County of Frontenac


The Guidelines for Plans of Subdivision and Condominium Applications provide greater clarity and information for those involved in the planning approval process. This document is meant for guidance only, and should not be construed by anyone as a right to development approval if the steps indicated are followed.


[bookmark: _Toc29988003][bookmark: _Toc33625829]Foreword
This document outlines in general terms the responsibilities of and the procedures which will be used by the County of Frontenac in the processing of subdivision and condominium applications.
Generally, all references throughout this manual are for plans of subdivisions. Wherever the word subdivision appears, it should also be read as condominium when dealing with condominium applications.
Although this document outlines the responsibilities of specific County of Frontenac staff, other County staff may be appointed the responsibility of carrying out certain activities where it is deemed expedient to do so.
The County of Frontenac works collaboratively with the Townships and any other commenting agencies as applicable, throughout the application review process.
[bookmark: _Toc29988004][bookmark: _Toc33625830]Application Process Overview
1. Pre-application meeting is required to be held with the applicant, the applicant’s planner, County planning staff, Township planning staff and relevant agencies to review and provide feedback.
2. Application received along with the required studies, review fees and application form.
3. Application is reviewed for completeness and accepted, if deemed complete.
4. Application circulated to Township, agencies and the public as set out in the Planning Act. Comments and recommended conditions are received and incorporated accordingly. 
5. Public meeting held by County Planning Advisory Committee.
6. County planning staff recommendation to County Planning Advisory Committee, recommendation forwarded to County Council (approval authority).
7. County Council issues draft plan approval, refusal of application, or defers for more information. 
8. Notice of County Council decision is circulated in accordance with the Planning Act.
9. Appeal period in effect for appeal to Local Planning Appeal Tribunal.
10. Applicant fulfills conditions, receives clearance letters and prepares final plan.
11. Final approval issued by County of Frontenac.
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Section 1: Pre-Application Review
A pre-application meeting is mandatory. The meeting is held with the applicant, the applicant’s planner, County staff, Township staff, and relevant agencies and is required prior to the submission of an application. This meeting will establish the information and material required by the County, Township and agencies in order to process the application. With regards to the pre-application meeting, the County shall take the following steps:
The County will arrange a pre-application meeting between the applicant(s), the applicant’s planner and staff from the County and Township planning departments, relevant agencies, the County’s hydrogeological peer reviewer and any other agency determined to be necessary to consider on a preliminary basis. During this meeting the proposal will be evaluated using the following criteria:
a. The conformity of proposal to the County and Township official plans and zoning by-law;
b. Consistency with the Provincial Policy Statement;
c. The relevance of Section 51(24) of the Planning Act and how this may have an impact on the proposed development;
d. A list of required supporting studies;
e. Any other relevant planning concerns;
f. Making the developer aware of the Land Titles Act and that they should investigate the requirements of this Act and any other appropriate land registry requirements; and
g. An explanation of the plan of subdivision/condominium process and costs involved.
Note: The applicant’s planner is required to be in attendance at the pre-application review meeting. Should the applicant’s planner be unable to attend, the meeting will be required to be rescheduled.
Prior to the pre-application meeting, the applicant shall submit to the County a concept plan illustrating the proposed development along with a description of the number of lots/units proposed, the approximate area and frontages of each of the lots/units, as well as the proposed means of access. The concept plan shall be circulated to the appropriate agencies prior to the pre-application meeting. Please be aware that it may take the County up to one month to organize the pre-application meeting following receipt of the concept plan, required application and documentation.
The County will provide the applicant and applicant’s planner with a copy of the Guidelines for Plans of Subdivision and Condominium document, the Application Form and the Tariff of Fees By-law at the meeting. 
Within two weeks of holding the pre-application meeting, the County will provide meeting notes via email to all participants.
The applicant shall contact the County of Frontenac Hydrogeologist peer reviewer to schedule an on-site meeting to discuss the requirements for the hydrogeological study, terrain analysis and any other potential issues for the site. Please contact the County Planning Department for contact information. The County Hydrogeologist peer reviewer shall submit a meeting summary to the County.
Where a pre-application meeting has occurred more than 6 months in advance of the complete application submission, the County may require an additional pre-application meeting be held.
The Tariff of Fees for Land Use Planning shall establish any applicable fees for pre-application.
[bookmark: _Toc29988006][bookmark: _Toc33625832]Section 2: Submission of Application
The application form, proposed draft plan, required studies and fees are to be submitted to the County of Frontenac Planning and Economic Development Department.
Note: The applicant is solely responsible for the accuracy of all information provided.
The following are the requirements for a complete application in addition to any requirements identified during pre-application:
· Application fee and deposit, required either as a certified cheque or money order, and must be made payable to the County of Frontenac;
· Review fees for commenting agencies identified as part of the pre-application process, required either as a certified cheque or money order, and must be made payable to the respective agency;
· 1 copy of the registered transfer/deed for the subject lands;
· Letter of Authorization if the owner is not the applicant and/or the owner has not signed the face of the draft plan;
· 12 printed copies of the completed application form and required declarations;
· 12 printed copies of the draft plan (consistent with Section 51(17) of the Planning Act) with key maps, folded to 8½” X 14" size;
· 12 printed copies of the draft plan reduced to 8½” X 11" size;
· 6 printed copies of the required studies (identified during the pre-application meeting);
· Any other requirements outlined in O. Reg. 544/06: Plans of Subdivision; and
· 1 USB drive containing an electronic copy of the proposed draft plan in imprint DXF and PDF format as well as an electronic copy of each required study submitted.
When the application package is received, the County will ensure that the required number of copies of the draft plan, supporting plans, studies, and the completed application form have been submitted together with the required fees and  deposit against expenses (certified cheque or money order made payable to the County of Frontenac). The County shall date stamp all documents with the date they are received, and ensure that all copies of the application form and draft plan have been signed. Fees are also required to be submitted at the time of submission of the application for the required agencies as determined during the pre-application process.
The Planner will review the application within 30 days to ensure that the prescribed information has been provided, that the application is complete, and that all required studies have been included. Both the County Official Plan and the Township Official Plan will be examined to determine if the application is in conformity with the Plans or whether an Official Plan Amendment will be required.
Note: If the application does not conform to the either the County Official Plan and/or the Township Official Plan, an Official Plan Amendment(s) will be required. This is to be initiated by the applicant and subsequently approved before a plan of subdivision can receive draft plan approval. This application can be submitted concurrently with the subdivision application, but must be approved before the granting of draft plan approval.
If the application is deemed incomplete, the County will forward a letter to the applicant/agent requesting additional information or may return the entire application package requesting completion of the application in accordance with the Ontario Regulations. No further action will take place on the file and no file number will be assigned until all of the required information is submitted. A portion of the fees will be returned in accordance with the County’s Tariff of Fees for Land Use Planning.
Once the applicant/agent has submitted all of the prescribed information the application will be date stamped on the day it is deemed complete and the timeframe for the County to make a decision on the application will commence. Once the application is deemed complete, the County Clerk shall assign a file number.
The County Planner has 30 days from the date of submission to determine if an application is complete and provide Notice of Complete Application.
[bookmark: _Toc29988007][bookmark: _Toc33625833]Section 3: Application Circulation
Following receipt of a complete application, the County will circulate the application and plans to the appropriate Township, agencies, Ministries, authorities and peer reviewers, as required, in order to obtain comments. The County will circulate the application as follows:
The County will prepare a circulation list consisting of the required agencies as prescribed under the Planning Act, the County’s peer reviewers and any additional agencies relevant to the review. The County will circulate the notice, along with any collected fees, and a copy of the draft plan and any required studies. The County will circulate the notice in an electronic or physical form dependent on what the agency has requested.
Note: Because not all types of condominium applications have the same considerations, the only types of condominium applications that require notice under the Planning Act are:
a. Vacant land condominium applications; and
b. Common elements condominium applications.
Commenting agencies will be provided with 45 days to comment on the application; a date by which the comments are required to be received shall be included in the correspondence sent to each agency. The applicant shall be informed of the agencies that were circulated a copy of the plan for review and comment.
Note: The County may extend the time allotted for the review of the draft plan and supporting studies as part of the Township review; this will permit the Township to review comments from supporting agencies and the public prior to issuing a recommendation and draft conditions, if applicable.
Costs associated with any peer review work shall be the responsibility of the applicant. The deposit against County expenses shall be provided to the County’s finance department; as invoices are received, they will be charged against the deposit. Review fees for the Conservation Authority, Public Health and the Township shall be collected prior to the circulation of the Notice of Complete Application.
The County shall provide the applicant with a copy of the comments received as part of the technical review process as the comments are submitted directly to the County.
At the end of the 45 day review period, the file will be reviewed to determine which agency comments are outstanding (if any).
Note: If no comments are received this may be considered to be an indication that the agency has no comments or concerns regarding the application and the County may proceed with the processing of the application.
[bookmark: _Toc29988008][bookmark: _Toc33625834]Section 4: Public Notice and Meeting
The Planning Act requires that a public meeting be held prior to an approval authority making a decision, and that notice of the application and meeting be circulated to land owners within 120 meters of the land proposed to be developed.
Note: Notice of Complete Application and Notice of Public Meeting may be provided at the same time.
The County shall take the following steps to provide notice:
The County will circulate the Notice of Public Meeting as prescribed under the Planning Act to all landowners within 120 meters of the subject property, the Township and all required agencies. The notice shall also be posted on the County’s website.
The applicant/agent is responsible for the notice requirements on the subject property as per the County’s Signage Specifications for Planning Applications – Policy Guidelines (Appendix 2).
The public meeting will be held by the County of Frontenac Planning Advisory Committee at an appropriate time and at a location within the Township of the subject application. Township planning staff will be encouraged to attend the meeting to listen to public comments received and answer questions when necessary. It is required that the applicant and/or agent attend this public meeting in the event there are questions that require clarification.
The County will provide the applicant and Township with a copy of the minutes from the public meeting following adoption by the Planning Advisory Committee.
Additional public meetings may be required to address significant public concerns or for new versions of the draft plan and technical studies.
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If the application is a recirculation of a previously circulated file, the County may compile a shortened circulation list after consulting the original file and ensuring that replies are not more than 18 months old. If replies are greater than 18 months old, a full circulation of the plan may be carried out. This will be reviewed on a case by case basis. Where a file has been closed and a new application has been submitted, the application must proceed with a full circulation.
If the application is a recirculation of a previously circulated file, the County may determine that no circulation is required if the revisions of the previously circulated plan are technical changes.
The applicant will provide the County with the required fees for recirculation in accordance with the Tariff of Fees for Land Use Planning.
If the application is a recirculation of a previously circulated file, the County may require that the required studies submitted be updated or an addendum submitted with each study completed by the qualified professional providing rationale for why the study is not required to be updated. This assessment will be done on a case by case basis, but typically this will be required for studies that were completed more than four years prior to the date of recirculation.
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In the interest of attempting to resolve issues as early as possible, the applicant/agent and the applicable agencies will be advised of any comments as they are received. This will provide additional time for the applicant/agent to work to resolve concerns with concerned parties.
Written comments will be received from the public pursuant to the Planning Act and may be received up until the date the approval authority has made a decision. Oral comments will be received at the public meeting(s) pursuant to the Planning Act.
Based on the nature and/or volume of public comments, it may be appropriate to hold more than one public meeting. This will be determined on a case by case basis and will be a decision of the Planning Advisory Committee.
All written comments received will become part of the public record as part of the review of the application. The County shall remove all private information from the comments including: email addresses, phone numbers and mailing addresses. The member of the public’s name shall be included in the comments. The notices circulated will advise members of the public that their comments will become part of the public record.
The applicant/agent will be provided with a copy of all written public comments received.
[bookmark: _Toc33625837]Section 7: Application is Withdrawn
From time to time, the applicant/agent may wish to withdraw an application. The following steps shall be taken to formally withdraw an application:
1. The applicant informs the County in writing that the application is being withdrawn.
2. A notice is provided to the following parties together with reasons for the withdrawal (if known): the applicable Township, all circulated agencies and any member of the public who has requested to be notified of the decision.
3. The file is then deemed to be closed and correspondence forwarded to the applicant informing them of this.
4. A portion of the fees paid by the applicant may be refunded as per the County Tariff of Fees for Land Use Planning.
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Section 8: Evaluation of Agency Comments and Recommended Conditions
Once all comments and conditions are received from the Township and agencies, an analysis of the proposal is undertaken in light of the agency comments, planning principles, provisions, and a recommendation with conditions of draft plan approval is formulated.
The evaluation of the plan will take the form of a technical report by County planning staff to be structured as follows:
5. Recommendation – Draft approval; refuse application; defer a decision on the application;
6. Background/proposal overview;
7. Proposal – including a description of proposed number of lots/units/blocks, dwelling units, frontage and area;
8. Planning Analysis – including Provincial Policy Statement, Official Plans, Zoning Bylaw;
9. Consultation – summary of all comments received from each agency, the Township and members of the public; and
10. Recommended Conditions (if applicable) – Suggested recommended conditions to grant draft approval.
A recommendation shall not be given until the circulation period for commenting agencies has passed, a public meeting has been held pursuant to the requirements of the Planning Act or if an Official Plan Amendment (OPA) is associated with the draft plan, until the amendment has been approved and the appeal period ended, or a decision has been made by the Local Planning Appeal Tribunal.
When evaluating the proposed plan, the County of Frontenac shall have regard to, among other matters, the health, safety and convenience, accessibility for person with disabilities and welfare of present and future inhabitants of the municipality and to the following as outlined under Section 51(24) of the Planning Act:
1. The effect of development of the proposed subdivision on matters of provincial interest as referred to in Section 2;
2. Whether the proposed subdivision is premature or in the public interest;
3. Whether the proposed plan conforms to the official plan and adjacent plans of subdivision (if any);
4. The suitability of the land for the purposes for which it is to be subdivided;
a. If any affordable housing units are being proposed, the suitability of the proposed units for affordable housing;
5. The number, width, location and proposed grades and elevations of highways, and the adequacy of them, and the highways linking the highways in the proposed subdivision with the established highway system in the vicinity and the adequacy of them;
6. The dimensions and shapes of the proposed lots;
7. The restrictions or proposed restrictions, if any, on the land proposed to be subdivided or the buildings and structures proposed to be erected on it and the restrictions, if any, on adjoining land;
8. Conservation of natural resources and flood control;
9. The adequacy of utilities and municipal services;
10. The adequacy of school sites;
11. The area of land, if any, within the proposed subdivision that, exclusive of highways, is to be conveyed or dedicated for public purposes;
12. The extent to which the plan’s design optimizes the available supply, means of supplying, efficient use and conservation of energy; and
13. The interrelationship between the design of the proposed plan of subdivision and site plan control matters relating to any development on the land, if the land is also located within a site plan control area.
Any conditions that have been requested to be included by an agency should be worded by the agency concerned and will be included subject to the County of Frontenac’s approval. The approval authority may impose such conditions to the approval as in the opinion of the approval authority are reasonable, having regard to the nature of the development. If the land area that is covered by a proposed plan does not have the appropriate zoning, a condition of Draft Plan Approval will be imposed, stating that Final Approval will not be given until the appropriate zoning is in effect.
The applicant/agent, the Township and any applicable agencies will be notified of the date which the proposal will be brought to the County Planning Advisory Committee and/or County Council and will be circulated a copy of the report at the time the meeting agenda is circulated.
[bookmark: _Toc29988012][bookmark: _Toc33625839]Section 9: Failure to Make a Decision
The County Clerk may receive appeals to the Local Planning Appeal Tribunal (LPAT) from the applicant/agent where a decision has not been made by the approval authority within 120 days of receipt of the complete application [Planning Act, R.S.O. 1990, s 51(34)].
Within 15 days of receipt of an appeal, the County will prepare the package for submission to the LPAT along with the material required by the Planning Act.
If an appeal is withdrawn, the LPAT shall notify the County and the County may proceed to make a decision relating to the application.
[bookmark: _Toc29988013][bookmark: _Toc33625840]Section 10: Approval Authority Decision
The Planner will prepare a report and recommendation for consideration by the County Planning Advisory Committee. The Planner will present the report detailing the planning recommendation(s) to the County Planning Advisory Committee. It is recommended that the applicant/agent be in attendance at this meeting to review the comments provided by the Committee and answer questions as required.
The County Planning Advisory Committee will review the planning recommendation report and make a recommendation to County Council to:
1. Approve the draft plan subject to necessary conditions/plan revisions; or
2. Refuse the application with reasons; or
3. Defer the application for further technical review.
The Planning Advisory Committee recommendation will be sent to County Council for a decision. County Council, the approval authority, will review the recommendation from the Planning Advisory Committee and a make a decision to:
1. Approve the draft plan subject to necessary conditions/plan revisions; or
2. Refuse the application with reasons; or
3. Defer the application for further technical review.
The applicant/agent will be advised of County Council’s decision.
If County Council gives approval to the draft plan with conditions, or refuses to give approval to the draft plan, the Clerk shall no later than 15 days after Council’s decision, give notice in the manner prescribed.
If County Council defers the draft plan together with reasons (i.e. further studies), then a written notice of Council’s decision is provided to the applicant/agent and the Township Clerk. Further review of the application with the applicant/agent and any affected local or provincial agencies will be undertaken. Depending on the circumstances, the application may be returned to an earlier stage in the process, and may be recommended for approval or refusal.
Section 51(32) of the Planning Act allows the approval authority to provide as a condition, that approval will lapse if the plan does not receive final approval within a specified timeframe, not being less than three years from the date of draft plan approval. The County shall include a lapsing provision of three years as a condition of draft approval of all applications.
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The Notice of Decision shall be prepared by the County Clerk within 15 days of the making of the decision, in accordance with Ontario Regulation 544/06. Notices shall be circulated in accordance with the Planning Act and shall include the applicant/agent, the Township, each person or public body that made a written request to be notified of the decision, and any other person or public body prescribed.
If an appeal is received, it shall be accompanied with the reason for the appeal, along with the required fees and forms. The County Clerk will forward the prescribed material to the Local Planning Appeal Tribunal (LPAT) within 15 days of the last day for filing notice of appeal.
Where all appeals are dismissed by the LPAT or withdrawn, the LPAT shall advise the Clerk. A copy of the LPAT decision shall be placed in the file. The decision of County Council is then deemed to have been made on the day after the last outstanding appeal has been dismissed or withdrawn.
Where no appeals are filed, the County Clerk shall make a sworn declaration that the Notice of Decision was given in the manner prescribed and that no Notice of Appeal was filed during the 20 day appeal period. The sworn declaration will be placed in the file and forwarded to the applicant/agent and the applicable Township.
After the appeal period has expired, and if no appeals have been received, 6 copies of the plan are stamped with the draft plan approval stamp using indelible ink, and the copies shall be signed by the County of Frontenac Clerk on behalf of County Council. A copy of the stamped plan shall be forwarded to the following: applicant/agent, Township and circulated agencies. The County will retain two copies of the stamped plan.
If County Council’s decision is to refuse the plan, and there have been no appeals to that decision, or any appeals have been withdrawn, the County shall inform the applicant/agent and applicable agencies in writing that the file has been closed and that Council’s decision to refuse the plan is final.
[bookmark: _Toc29988015][bookmark: _Toc33625842]Section 12: Changes to Conditions of Draft Plan Approval
If the County receives an application and applicable fee(s) to modify the conditions of draft plan approval, the application is circulated to the Township and relevant agencies for comment and to the Township. Upon receipt of comments, if any, the Planner will prepare a report and recommendation for consideration by the County Planning Advisory Committee. An application to modify the conditions of draft plan approval may require the submission of additional studies or justification reports with the application.
The applicant/agent, the Township and any applicable agencies will be notified of the date which the report will be brought to the County Planning Advisory Committee and/or County Council and will be circulated a copy of the report at the time the meeting agenda is circulated.
The County Planning Advisory Committee shall make a recommendation to County Council who shall make a decision on the matter.
The County Clerk shall, within 15 days of Council’s decision to change the draft plan conditions or not, give notice of the decision to: the applicant/agent; the Township; each person or public body that made a written request to be notified of changes to the conditions; and any other person or public body prescribed.
As per Section 51(47) of the Planning Act, notice is not required as stipulated above if, in the opinion of the approval authority, the change(s) to conditions are minor in nature.
[bookmark: _Toc29988016][bookmark: _Toc33625843]Section 13: Progress of Approved Draft Plan and Clearance of Conditions
Note: The responsibility for fulfilling the conditions of draft approval rests solely with the applicant, as does the timing involved in completing these conditions.
Prior to submitting a plan for final approval, clearance is required from the applicable Township and those agencies which have imposed conditions on the approval of the application. Clearance letters are required from all stakeholders who have imposed conditions to indicate how the conditions have been satisfied. It is the responsibility of the applicant/agent to ensure that all of the necessary clearance letters are forwarded to the County quoting the assigned subdivision file number.
The County shall review all clearance letters submitted to ensure that they are consistent with the applicable conditions of draft approval.
To clear any conditions imposed by the County, the County Planner will provide confirmation in writing to the applicant as to whether the applicant/agent has fulfilled those conditions at the request of the applicant.
[bookmark: _Toc29988017][bookmark: _Toc33625844]Section 14: Agreement and Declaration
The conditions of draft plan approval will require that the applicant enter into a subdivision or condominium agreement with the Township. A sample agreement may be obtained from the Township Planning Department. The majority of the provisions are standard in nature with those specific to the development often being attached as schedules to the agreement.
The conditions of draft plan approval often contain a requirement that specified clauses be registered on title or included in all or certain offers of purchase and sale. The owner agrees to comply with these requirements by way of a separate agreement, the form of which is attached as a schedule to the subdivision agreement.
The subdivision agreement also contains a copy of the final M-Plan as a schedule. The final M-plan should not be prepared until all details, including engineering design and street naming, have been approved. The applicant/agent should contact the Land Registry Office prior to preparing the final M-plan to determine any requirements. When the final M-Plan is submitted to the County, it shall be accompanied by a surveyor’s certificate setting out areas, frontages, and use of all lots and blocks within the plan.
For plans of condominium, the condominium corporation is created by the registration on title of a declaration and description. The declaration will define the units and common elements of the corporation and specify the boundaries as defined in the Condominium Act. The declaration shall also include a statement of all conditions that the approval authority, in approving or exempting the description, requires the declaration to mention.
[bookmark: _Toc29988018][bookmark: _Toc33625845]Section 15: Application Extension and Withdrawal
Section 51(32) of the Planning Act allows the approval authority to include, as a condition of draft plan approval, that approval will lapse if the plan does not receive final approval within a specific timeframe, not being less than three years from the date of draft plan approval. The County shall include a lapsing provision of three years as a condition of draft plan approval for all subdivision and condominium applications.
If the applicant/agent has identified that the development may not be finalized within the specified timeframe, the applicant/agent may apply for an extension to the lapsing provision. This application for extension must be submitted to the County a minimum of 60 days prior to the lapsing date, unless otherwise stated in the conditions of draft approval.
Note: It is the responsibility of the applicant to apply for an extension to draft plan approval. The County is not responsible for informing the applicant/agent as to when the draft plan approval is about to lapse.
The County shall circulate the application for draft plan extension to the applicable agencies and the Township. The agencies and the Township will be provided with an opportunity to provide comments and/or a recommendation to the County on the extension of draft plan approval.
After reviewing the application for an extension of draft plan approval and comments from applicable agencies and the Township (if submitted), the Planner shall prepare a recommend report to County Council, the approval authority. As part of the review, County planning staff may consider the following:
1. The date of approval of the draft plan;
2. The amount of time that has passed since any required studies have been completed. Where studies were completed more than five years prior to the request for extension, the County may require an addendum to each study confirming that recommendations and conditions are still valid;
3. Where there has been a change in policy at the Provincial, County or Township, the County may require an addendum be submitted to demonstrate that the proposal is consistent or conforms to the change; and
4. The progress the applicants have made in the fulfillment of conditions.
The applicant/agent, the Township and any applicable agencies will be notified of the date which the planning report will be brought to the County Planning Advisory Committee and/or County Council and will be circulated a copy of the report at the time the meeting agenda is circulated. Should County Council approve the extension, a copy of the resolution will be forwarded to the applicant, the Township and any relevant agencies. 
Section 51(44) of the Planning Act, permits the approval authority to, at its discretion, to withdraw draft plan approval. The County Planner, after consultation with the applicant/agent and/or applicable Township and agencies, may determine that the draft plan approval should be withdrawn. The County shall advise the Township, applicable agencies, and the applicant/agent of the intention to prepare a recommend report for withdrawal. The Township and applicable agencies may be requested to provide comment.
The County Planner will prepare a report and recommendation for withdrawal for consideration by the County Planning Advisory Committee. The Planning Advisory Committee will make a recommendation to County Council who shall make a decision. The applicant/agent, the Township and any applicable agencies will be notified of the date which the report will be brought to the County Planning Advisory Committee and/or County Council and will be circulated a copy of the report at the time the meeting agenda is circulated.
If County Council decides to withdraw draft plan approval, the County Clerk shall, within 15 days of Council’s decision, give notice of the decision to: the applicant/agent; the Township; each person or public body that made a written request to be notified of changes to the conditions; and any other person or public body prescribed.
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Title verification is to be undertaken by the applicant’s solicitor. The registration of all new plans of subdivision within the County of Frontenac are subject to the requirements of the Land Titles Act and any other appropriate land registry requirements.
Note: This can be a lengthy process and the application/agent is advised to make themselves aware of the requirements of the Land Titles Act and any other appropriate land registry requirements early in the process.
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The County shall be circulated a copy of the final plan for review prior to being deposited at the Land Registry Office. The County shall circulate a copy of the final plan to the applicable agencies for review and comment before informing the applicant/agent that the County has no objections to the final approval of the plan.
When requesting final approval of the plan, the applicant/agent must submit the following to the County:
· Application fee(s), either as a certified cheque or money order, made payable to the County of Frontenac;
· 1 copy of the completed Application for Final Approval;
· 1 copy of the executed subdivision or condominium agreement;
· A list of each condition of draft approval and an account of how each condition has been satisfied;
· Copies of all clearance letters received from the applicable agencies, including the Township;
· Registry Office approval letter, to be forwarded with the plans; and
· Surveyors certificate setting out the frontage and area for all of the lots and blocks on the plan.
[bookmark: _Toc33625848]Printed Copies of Plans
· 6 paper prints of the original plans of survey signed by the surveyor;
· 6 paper prints of the final plan of subdivision or condominium signed by the surveyor;
· 1 paper print of the final plan of subdivision or condominium with the submission form of the Association of Ontario Land Surveyors on it;
· 6 translucent duplicates of the final plan (subdivision only);
· 2 sets of paper prints of the architectural plans, if any;
· 2 sets of paper prints of the structural plans, if any; and
· Any additional copies of the plans of survey that the registrant wishes returned.
· 1 USB containing a digital copy of the final M-Plan or Plan of Survey in AutoCAD (.dwg or .dxf) format and ESRI shapefile (.shp) format with a projection of NAD83 UTM Zone 18N.
The final plan of subdivision or condominium must be reviewed by the Land Registry Office for technical clearance prior to submission. Failure to obtain technical clearance may delay the registration of the plan/description. If the submitted plan does not match the draft plan approval drawing, final approval will not be granted by the County of Frontenac. An application for a minor or major revision to the draft plan of subdivision will be required.
Final plan of subdivision stamp or condominium description stamp must be on the appropriate sheets. Appendix 1 contains the correct information for the required wording.
[bookmark: _Toc33625849]Delegated Authority
As per the County’s Delegation of Authority Bylaw, the Director of Planning and Economic Development has delegated authority under the Planning Act for final approval. Notwithstanding, County Council retains all powers and authority under Section 51(58) of the Planning Act, as amended, where:
a. The Director, or their designate acting in the position, at his/her discretion refers the request for final approval of the plan of subdivision or condominium to Council;
b. The applicant/agent requests in writing that the request for final approval of the plan of subdivision or condominium be referred to Council. Such a request will be accompanied by a report from the Director providing advice and direction to Council with respect to the status of the draft conditions; and
c. Any member of Council, through a notice of motion, may request that final approval for a specific plan of subdivision or condominium be referred to Council. Such consideration will be made at a subsequent meeting, with the Director providing advice and direction to Council with respect to the status of the draft conditions.
If the application for final approval is complete, the County requires a minimum of three weeks to process the application and obtain the required signatures, if the Director retains delegated authority.
Where the Owner/applicant requests in writing that final approval be referred to Council or where a Council, through notice of motion, has retained final approval, the County requires a minimum of eight weeks to process the application and obtain the required signatures.
[bookmark: _Toc33625850]Registration of Plan of Subdivision or Condominium Description
Following the obtaining of final approval, copies of the subdivision or condominium plan of survey will be provided to the County or Township solicitor. The registration of the plan and agreement will be carried out by the County or Township solicitor.
The County will provide the applicant with the required registered plans and documentation that the plan and associated agreements have been registered at the Land Registry Office. The County shall forward on confirmation and a copy of the plan to the Township.
Note: Procedures for final approval can be time consuming. Legal and survey advice, along with consultation with Land Registry staff, is strongly encouraged.
[bookmark: _Toc29988021][bookmark: _Toc33625851]Section 18: Fulfillment of Municipal Subdivision/Condominium Agreement
The applicant must fulfill all the requirements and obligations of the agreement that was entered into with the Township. The agreement will contain the timing, payment and responsibility for the installation of services and infrastructure in addition to other requirements.
[bookmark: _Toc33625852]Section 19: Assistance
If you have any questions at any time throughout the application process or if you need to speak to County staff about your application, please contact:
Manager of Community Planning, County of Frontenac Planning Department at 613-548-9400 ext. 351 or via email at planning@frontenaccounty.ca
Written correspondence may be sent to:
County of Frontenac Planning Department 
2069 Battersea Road, Glenburnie, ON K0H 1S0
[bookmark: _Toc29988022][bookmark: _Toc33625853]Section 19: Exemption from Draft Plan Approval (Condominium Only)
The Condominium Act, 1998 contains provisions permitting an application for a plan of condominium to proceed directly to final approval, thereby bypassing the requirements for notice and draft plan approval, which are normally part of the approval process under the Planning Act. The County of Frontenac (the approval authority) can exempt a plan of condominium application on an application-by-application basis, or by passing a by-law that identifies the class(es) of condominiums that will be exempted from approval.
The Planning Act does not expressly identify criteria under which an application for a plan of condominium may be exempt from the need for approval. However, plans of condominium are subject to the same legislated criteria as plans of subdivision. In the case of plans of condominium, there may be circumstances in which all relevant planning considerations have been reviewed and found acceptable in the context of other planning applications for the development. In these circumstances, an exemption may be appropriate.
Process for Reviewing an Application for Exemption from Draft Approval:
1. Verify that the application form for Exemption from Draft Plan Approval is complete. This includes the required number of copies of final plans and payment of any applicable fees. If the application for Exemption from Draft Plan Approval is not deemed complete, a letter will be sent to the applicant, clearly stating that the County of Frontenac will not be in a position to exempt the plan of condominium unless all the information is received. All copies of the application will be returned to the applicant and any fees in accordance with the Tariff of Fees for Land Use Planning.
2. The County Planning Department will complete a planning report that analyzes and summarizes all appropriate planning concerns to determine whether an exemption is appropriate.
3. If satisfied that the exemption is appropriate, the County of Frontenac will issue a certificate of exemption to this effect [Condominium Act, 1998, s.9(3)(b)].
4. The Count will forward to the County or Township solicitor the number of copies of the final plan required under Ontario Regulation 43/96 under the Registry Act to the local Land Registry Office for registration (O. Reg. 43/96, ss. 7-25).
5. The County of Frontenac shall receive three duplicates of the plan from the land registrar with the certificate of registration on it, showing the number of the plan and the date when it was registered [Planning Act, s. 51(60)].


[bookmark: _Toc29988024][bookmark: _Toc33625854]Appendix 1 – Certificate Format for Giving Draft and Final Approval 
[bookmark: _Toc33625855]Plans of Subdivision 
Approval of draft plan of subdivisionSubject to the conditions set forth in our decision dated on this
_________ day of __________________________, 20________this draft plan is approved under section 51 of the Planning Act.
___________________________________________________
(name and position title) County of Frontenac

Approval of a final plan of subdivisionThis final plan of subdivision is approved under section 51 of the Planning Act on this _______ day of _______________________, 20________
_________________________________________________________
(name and position title) County of Frontenac

[bookmark: _Toc33625856]Plans of Condominium
Approval of Draft Plan of CondominiumSubject to the conditions set forth in our decision dated on this
_______ day of _______________________, 20________
 this draft plan of condominium is approved under section 51 of the Planning Act and section 9 of the Condominium Act, 1998.
_____________________________________________________
(name and position title) County of Frontenac

Approval of Final Plan of CondominiumThis final plan of condominium is approved under section 51 of the Planning Act and section 9 of the Condominium Act, 1998 on this
_______ day of _______________________, 20________
_____________________________________________________
(name and position title) County of Frontenac
Subject to the conditions set forth in our decision dated 			 this draft plan is approved under section 51 of the Planning Act.
			
(name and position title)
County of Frontenac


Approval of a condominium exemption
[bookmark: _Toc33625857]
Part(s) ____________of this description are exempted under subsection 9(3) of the Condominium Act, 1998 this
_______ day of _______________________, 20________
_____________________________________________________
(name and position title) County of Frontenac

Appendix 2 – Signage Specifications for Planning Applications – Policy Guidelines
Purpose
The purpose of the Signage Specifications for Planning Applications Policy is to establish a consistent signage. Signage required for planning applications will be done in accordance with the specifications set out in this policy and shall be required for plan of subdivision and condominium applications. 
Sign Requirements and Notification Protocols
The cost of signage for Major Applications is not included in the application fee. Applicants are responsible for the purchase/construction/installation/removal of the sign(s), and all signs shall be constructed and installed in accordance with the following specifications:
Timing
· Notice Sign(s) shall be installed a minimum of 14 days prior to the date of the Public Meeting pursuant to the requirements of the Planning Act. Failure to install the Notice Sign(s) within this time will result in the application being delayed until such time that the Notice Sign(s) have been installed.
· The Applicant is required to provide photographic proof of the Notice Sign(s) installation, indicating that the Notice Sign(s) has/have been installed.
Wording
The sign shall only contain wording that has been approved by the Planning Department. The sign(s) shall be professionally lettered or silk-screened with the lettering to be in black on a white background and shall be clearly legible. The sign(s) shall be in the format below:
· The word “Notice” in bold lettering;
· The type of planning application (i.e. Plan of Subdivision)
· To whom the application has been submitted (County of Frontenac), in bold lettering;
· The Applicant’s name (Owner, Developer or Agent);
· The County File Number associated with the application;
· The municipal address or legal description of the lands affected (subject property);
· A description of the proposed development;
· The wording “For more information about this matter, including about preserving your appeal rights, contact the County of Frontenac Planning Department at 613-548-9400 ext. 351 or planning@frontenaccounty.ca and refer to the above noted file number. Additional information and material is available for review at the County Offices (2069 Battersea Road, Glenburnie) between 9am – 4pm.
· The County of Frontenac logo to be placed in colour at the bottom of the sign.
Size
The size of the sign(s) for Major Applications shall adhere to the following minimum dimensions:
· 1.2 metres (4ft) wide by 1.2 metres (4ft) high.
It is recommended that the sign be constructed out of 10-12mm corrugated plastic that is suited for outdoor signage.
Location and Installation of Signage
In accordance with the Planning Act Notice Sign(s) must be clearly visible and legible from a public highway or other place to which the public has access. For properties with multiple frontages, a sign will be required along each frontage. This pertains to waterfront properties where a sign must also be visible from the water.
Signs should be mounted so that the text is positioned at a height of between 1.2 metres and 1.5 metres above the ground. The sign(s) shall be located approximately 1.5 metres from the property line and midway between the opposing boundaries, and/or as directed by the Planning Department.
[bookmark: _GoBack]The sign supports must be able to sustain the weight of the sign for a considerable period of time and through various climatic conditions (snow, wind). Therefore, Notice Sign(s) must be mounted in a manner to ensure stability. Mounting using 4x4 posts is recommended.
Sample Notification Sign
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Notice
Plan of Subdivision

The County of Frontenac has received an application for the
creation of five (5) vacant lots on private services for residential
development. The lots will have an area of approximately 2-3
hectares and will have frontage and individual entrances on
Smith Road, North Frontenac.

Subject Property: 1234 Smith Road, North Frontenac
File Number: 10T-2017-001

Applicant: XYZ Developments Inc.
Public Meeting: Date, Time & Location

For more information about this matter, including information
about preserving your appeal rights, contact the County of
Frontenac Planning Department at 613-548-9400 ext. 351 or
planning@frontenaccounty.ca and refer to the above noted file
number. Information is available for review at the County Offices
(2069 Battersea Rd, Glenburnie) between 9am-4pm.
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