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START Enforcement 

Officer vets Notice 

for completeness

Is Notice 

complete?

Attorney called for 

additional information 

otherwise Notice is 

returned to attorney 

No

Yes

Notice package is 

given to Board 

Secretary to create 

file and enter details 

into BEMIS to 

generate Planning 

Search Number

Board Secretaryr to 

review file and print 

Parcel History Sheet, 

map, query sheet, 

any bldg inspection 

history, complaint/

enforcement history,  

printed, from BEMIS 

and attach to folder. 

Search check sheet 

incl. LVO units also 

added

Enforcement 

Officer conducts 

site visit, takes 

photos and notes 

any new building 

activity

Photos printed, 

labelled and 

attached to file. 

Digital photos uploaded 

to BEMIS and notes for 

site visit, description of 

premises and Reports 

entered into BEMIS

Print Search Letter 

detailing any 

outstanding planning/

permit issues, relvant 

Section 34 

agreements, Zoning 

Orders or 

Conservation Zoning 

and Enforcement 

Disclaimer

Send letter and 

disclaimer to 

Attorney

END

Planning Search 

Notice Received at 

Front Desk 

(Section 62 of 

DPA 1974)

START

Completed Complaint 

Form received at 

Front Desk or 

emailed to 

Enforcement Officer

Initial review of 

complaint 

completed by 

Enforcement 

Officer before 

being assigned to 

Board Secretary

Assistant prints 

Parcel sheet and 

map, query sheet, 

any bldg 

inspection history, 

complaint/

enforcement 

history,  printed, 

from BEMIS

Board Secretary 

looks up Valuation 

List and prints off 

dwelling/

commercial unit 

data from LVD 

website

Board Secretary 

creates hardcopy 

Complaint file

Board Secretary enters 

information (complaint 

info, complainant 

details, location, date 

received and type of 

complaint into BEMIS 

Complaints screen to 

generate UID

Board Secretary generates 

acknowledgement letter 

from BEMIS, one copy sent 

and one copy added to file

Complaint file 

given to 

relevant 

Enforcement 

Officer

During review, 

planning and 

building permit 

files may be 

requested from 

File Room and/or 

Archives

Is Complaint related to 

Active Building Permit 

or Planning Appliation?

In BEMIS Officer 

requests 

enforcement 

related inspection

Building Inspector 

conducts 

Inspection (See 

Building Control)

YES

Enforcement 

Officer conducts 

Site Visit

NO

Enforcement 

Officer enters 

details of 

investigations into 

BEMIS

Is retroactive 

application 

required?

28 Day Letter 

generated and 

sent to Building 

Owner/Occupier, 1 

copy for file, 1 for 

complainant, and 1 

for owner

YES

Events Report 

printed out in 

BEMIS and added 

to file

Complainant 

notified that no 

enforcement 

action needed, 

case closed.

NO

Retroactive 

Application 

submitted in 28 

days?

Retroactive Planning 

Application submitted 

(See Development 

Control) BEMIS 

notifies Enforcement 

Officer by email

YES

Notice to State Information 

prepared manually and 

signed by Minister, 1 copy 

served on  owner, 1 copy 

in file, and 1 one placed 

on Enforcement Notice 

File

Information received 

used to correct 

BEMIS complaint 

screen owner 

information

Enforcement Notice 

prepared manually and 

signed by Minister, 1 copy 

sent to owner, 1 copy in 

file

NO

Enforcement 

Officer reviews 

docs and recalls 

any relevant 

building permits, 

planning files and 

complaint files 

from File Room

Records results of 

Inspection, incl 

Field Correction 

Notice or Stop 

Work Order

Retroactive Building 

Permit (See Building 

Control). 

Enforcement Officer 

notified of Issuance 

and completion.

Has Information 

been received?
YES

Matter referred to Dept 

of Public Prosecutions, 

statements, evidence, 

information, summons

Signed by 

Magistrate, 

Served on 

owner, court 

date and trial set

Has Enforcement 

Notice been 

complied with

No

END

BEMIS and File 

updated. No 

further action.
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