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ISLANDS TRUST 

REQUEST FOR DECISION 
 

 
  Date: August 29, 2012 
 
To: Trust Council Target Decision Date: September 11,2012  
 
SUBJECT: MODEL FEE BYLAW AMENDMENTS 

 
 
RECOMMENDATION:   
 
That the Islands Trust Council: 
 

• adopt the amended Policy 5.6.i (Application Processing Services); 
• endorse the attached Model Fee Bylaw;  
• recommend that local trust committees amend their fee bylaws substantially in 

accordance with the Model Fee Bylaw; and 
• encourage local trust committees to adopt Development Approval Information 

bylaws. 
 

 
CHIEF ADMINISTRATIVE OFFICER COMMENTS: These proposed resolutions relate to an 
strategy in Trust Council’s Strategic Plan for 2088-2011 to ‘review development application fee 
levels and cost recovery mechanisms’.  Should Trust Council endorse a new model fee bylaw, 
each local trust committee could then determine whether it wished to amend its fee bylaw in 
accordance with the recommendations. 
 

IMPLICATIONS OF RECOMMENDATION 

ORGANIZATIONAL: 
To implement this recommendation, Local Planning Services staff time would be required to 
draft recommended bylaws and take them through the adoption process for each local trust 
committee.  There is no legislative requirement for a public hearing during development of 
administrative bylaws such as a fee bylaw.   
 
If a bylaw was adopted in accordance with the proposed model, Local Planning Services staff 
time would be required on an on-going basis to estimate direct costs of complex applications. 
 
 
FINANCIAL:  
Improve cost recovery from application processing, especially for rezoning and temporary use 
permit applications.  If all local trust committees adopt a new fees bylaw that follows the 
proposed model, an increased proportion of planning staff time would be financed by application 
fees, rather than from general tax revenues.  
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POLICY: 
Enacts direction from Trust Council to revise the fee structure to improve relationship between 
actual costs and fees for application processing. 
 
 
IMPLEMENTATION/COMMUNICATIONS: 
Provide Trust Council recommendations and a model fee bylaw to local trust committees via the 
Local Planning Services unit. Monitor on a semi-annual basis the relationship between 
application costs and fees, and provide reports to Local Planning Committee. Local trust 
committees would need to undertake annual adjustment of estimated direct costs to keep them 
close to actual costs. Staff time will be required to prepare communication material for each 
local trust committee. 
 
Housekeeping amendment to Executive Committee’s Application Fee Sponsorship Request 
Policies may be required. 
 
 
OTHER:  
 

BACKGROUND 

REPORT/DOCUMENT:   
At the September 2011 Trust Council, Staff received a report from the Fee Task Force 
recommending adjustments to the local trust committee fee bylaws to recover more of the actual 
cost of processing applications. The report recommended taking a new approach to assessing 
fees for rezoning application and temporary use permit applications by separating the staff costs 
and the direct costs associated with public meetings and public hearings. A copy of the report is 
attached as Attachment A. 
 
At the September meeting, Trust Council passed the following resolutions: 
 

“That the Islands Trust request staff to develop a model Local Trust Committee Fees 
Bylaw that incorporates the recommendations in Appendix A ‘Fee Task Force Proposed 
Approach to Model Local Trust Committees Fees Bylaw” dated August 18, 2011, except 
that the deposit for cost recovery for rezoning applications and temporary use permit 
applications be based on the staff estimate for external costs to process the application 
plus 50% contingency.” 

 
“That the Islands Trust Council request staff to develop draft amendments to Trust 
Council Policy 5.6.i – Application Processing Services that would make the policy 
consistent with the proposed approach to application fees.” 

 
Attachment B is a new model Fee Bylaw that incorporates the amendments as directed by Trust 
Council resolution. 
 
Attachment C is a revised Policy 5.6.i that incorporates the amendments as directed by Trust 
Council resolution. 
 
The Fee Task Force recommended that all local trust committees that have not done so be 
encouraged to adopt Development Approval Information (DAI) bylaws.  
 

58



Islands Trust  Request For Decision Page 3 

 
KEY ISSUE(S)/CONCEPT(S): 

• Improve cost recovery for application processing 
• Removes obligation for LTC to consider extraordinary processing fees in advance of 

deliberating on the merits of the application. Extraordinary processing fees would still 
apply under the policy for covering the cost of consultants or legal services as directed 
by the Local Trust Committee. 

 
 
RELEVANT POLICY: 
Policy 5.6.i 
 
 
 
DESIRED OUTCOME: 
Updated fee bylaws for all local trust committees. 
 
 
 

RESPONSE OPTIONS 

Recommended:  As above. 
 
Alternative:   

1. Adjust fees in accordance with policy 5.6.i 
2. Retain existing model fee bylaw and do not encourage local trust committees to 
amend individual fees bylaws 
3. Develop a different model fee bylaw for local trust committee consideration. 

 
 
 

 
PREPARED BY: David Marlor, DLPS  REVIEWED BY EXECUTIVE COMMITTEE: 
   August 28, 2012 
SUBMITTED BY: Local Planning Committee   
    
REVIEWED BY:   OTHER REVIEW: 
 (Chief Administrative Officer)  LPC August 15, 2012 
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   Attachment A 
 

APPLICATION FEES TASK FORCE PROPOSED APPROACH TO MODEL LOCAL 
TRUST COMMITTEE FEES BYLAW – August 18, 2011 

 
Background 
 
To assist the Applications Fees Task Force, Staff undertook a review of the estimated average 
actual costs of processing applications over the past three years (January 1, 2009 to June 30, 
2011) to determine the extent to which fees charged by local trust committees (LTCs) cover 
these costs. This review involved a high-level review of time tracking data over a three-year 
period and the number of applications received during that time period. This analysis developed 
the estimated average time per file from receipt of the application to final decision and follow-up.   
 
An average cost of $50 per hour for planners, and $36 per hour for support staff was calculated 
based on average salary and benefits, plus $6 per hour for overhead costs for office space (ie. 
Rent, phones, utilities, etc).  These rates were used to convert the hours recorded into dollar 
values, based on an estimate that 80% of hours went to planners and 20% went to support staff.  
Other external costs (called “hard costs” below) such as meeting room rental, minute and note 
taking, advertising, legal review, mailing expenses and other such costs were estimated.  
 
In the tables below, “staff” costs and “hard costs” are listed for each application type. “Model” 
fee is the fee recommended by Trust Council and “low” fee is the lowest fee currently being 
charged by at least one local trust committee (LTC). 
 
In regard to the “hard costs” noted below, the dollar amounts are estimates on a trust-wide basis.  
Further research is required to establish more accurate hard costs for each LTC and application 
type.  For example, advertising costs in newspapers vary considerably for different LTCs. 
 
Analysis and Recommendations: 
 
Rezoning Applications: 
 
Average Costs per application  Current Fees per application 
Staff: $5,792  Low Fee: $1,000 
Hard: $5,530  Model Fee: $5,500 
Total: $11,122    
 
Model (Trust Council Recommended) fee generally covers 50% of an average rezoning.  Lower 
fees, such as the $1,000 in the table above, are usually for a specific type of application, in this 
case affordable housing. 
 
Recommendation: 
 
The Fee Task Force recommends that LTCs adopt a basic application fee of $1,000 to cover 
the cost of the preliminary report and consideration by the LTC (steps 2 to 4 below); and that the 
costs of steps 5 to 9 below, be covered through a recovery from the applicant of actual costs 
required to process the application, plus an additional application fee of $2,500 related to 
planner time required to complete the process. 
 
The cost recovery amount for steps 5 through 9 could vary considerably from one LTC to 
another based on different costs for advertising, meeting halls, etc.  Even within a LTC, costs 
could vary depending on the complexity of the application.  Applicants would be provided copies 
of all invoices that contributed to the cost of processing the application, and recovery would be 
limited to “hard costs”, not costs for planner time. 
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The process for undertaking a rezoning application is generally as follows (from the published 
rezoning application guide): 
 

1. Pre-application – as this is typically before an application is made, no fee is charged. 
This stage involves advice to assist the applicant in making a better and more complete 
application. 

 
Steps 2 through 4 would be covered by the “basic application fee” of $1,000 
 

2. Application – the applicant submits application and staff undertakes necessary work to 
process, create a file and forward to the planner.  

 
3. Preliminary evaluation and Staff Report – for all rezoning applications, staff will evaluate 

the application and provide a staff report to the LTC with recommendations on whether 
or not to proceed with the application, and recommendations on the process to 
undertake if the LTC decides to proceed. Staff also uses this stage to advise the 
applicant if there is missing information, or if it is likely that more information will assist 
the process. On islands with development approval bylaws (DAI), staff would also advise 
the applicant of any requirements under the DAI bylaw.  
 

4. First Consideration by LTC – the LTC provides direction to staff on the application. 
 
Steps 5 through 9 would be covered on a “cost recovery basis”, plus an additional 
application fee of $2,500 related to planner time required to complete the process. 
 

5. Subsequent Reports and final staff Report – this is where application processing costs 
begin to differ significantly between applications. The actual work depends on the 
complexity of the application and the direction provided by the LTC. There is more 
certainty in this stage for islands with DAI bylaws as that bylaw sets out the process for 
determining reports that must be provided to process the application. In some situations, 
additional requirements by the LTC after Step 4 can add to the complexity and costs of 
processing an application. Given the lack of clarity inherent in this stage, it is not 
possible to determine the costs in advance.  
 

6. Public Consultation and Referrals – agency referrals are largely known in terms of costs; 
however, public consultation may range from one to several meetings and may result in 
none to many pieces of correspondence that must be managed.  
 

7. Additional Information – similar to step 5, the actual requirements will be unknown at the 
outset.  
 

8. Further consideration by the LTC – the need for this step is unknown at the outset and 
there may be a need for more than one review. 
 

9. First Reading and Beyond – while the process is established by legislation, there is a 
potential for a wide range of costs depending on the size of the advertisement required, 
whether or not a mail out and hand delivery is required and how many properties such 
delivery must go to, the newspaper in which the advertisement must be placed and the 
length of the public hearing. 

 
A possible alternative to the recovery of actual costs, is to establish an LTC-specific public 
hearing fee for an average public hearing. This would take into account local advertising costs 
and meeting costs. This approach would probably cost more for some smaller public hearings 
and less for larger and potentially more contentious public hearings. 
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Deposits for Cost Recovery 
 
The fee bylaw should also be amended to indicate that, in addition to the specified fees: 
• for a rezoning application that is consistent with the Official Community Plan policies, a 

deposit of $5,000 shall be provided and the cost for processing the application under steps 5 
to 9 be applied to that deposit;  

• for a rezoning application that is not consistent with the Official Community Plan policies, a 
deposit of $8,000 shall be provided and cost of processing the application under steps 5 to 9 
be applied to that deposit. 

The fee bylaw should also indicate that after final decision by the LTC, any remaining funds 
would be returned to the applicant, and that, if the cost of processing is expected to exceed the 
deposit, a further deposit would be required. 
 
INFORMATION NOTE: The RFD recommends a deposit based on 150% of the staff estimate of 
external costs and not the $5000 and $8000 deposits as suggested here by the Task Force. 
 
Development Permit Applications: 
 
Average Costs per Application  Current Fees per Application 
Staff: $1,682  Low Fee: $200 
Hard: $330  Model Fee: $1,100 
Total: $2,012    
 
Model (Trust Council Recommended) fee generally covers 55% of an average development 
permit.  Lower fees, such as the $200 in the table above, are usually for an environmental 
protection development permit. 
 
Because these applications are often related to environmental protection or protection of 
development from hazardous conditions, a higher fee may be a disincentive for applicants 
coming forward. 
 
Recommendation: 
 
The Fee Task Force recommends that no changes be made to the development permit 
application fee.  
 
Development Variance Permit Applications: 
 
Average Costs per application  Current Fees per application 
Staff: $1,004  Low Fee: $572 
Hard: $830  Model Fee: $935 
Total: $1,834    
 
Model (Trust Council Recommended) fee generally covers 51% of an average development 
variance permit.   
 
The fee should be equal to the recommended fee for Board of Variance applications; since the 
types of land use decisions are similar between the two application types, cost of the application 
would not affect the decision of which type of application would be applied for. 
 
Recommendation: 
 
The Fee Task Force recommends that the model fee be raised to $1,800 to cover all costs.   
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Siting and Use Permit Applications (SUPs): 
 
Average Costs per application  Current Fees per application 
Staff: $251  Low Fee: $176 
Hard: $0  Model Fee: $200 
Total: $251    
 
Model (Trust Council Recommended) fee generally covers 80% of an average siting and use 
permit.  These permits are only used on Denman and Hornby islands. 
 
Recommendation: 
 
The Fee Task Force recommends that the fees be increased to $250 to recover the average 
cost of processing. 
 
Temporary Use Permits (TUPs): 
 
Average Costs per application  Current Fees per application 
Staff: $1,395  Low Fee: $440 
Hard: $2,830  Model Fee: $1,100 
Total: $4,225    
 
Model (Trust Council Recommended) fee generally covers 26% of an average temporary use permit.   
 
Recommendation: 
 
A Temporary Use Permit is a temporary rezoning and therefore, Steps 1 to 8 of the rezoning 
process generally apply (and are reflected in Steps 1 to 7 of the temporary use permit 
application guide). Given that many of the complexities of a rezoning also apply, a similar 
approach to applications should be applied to the temporary use permit application.  
 
Given the above, The Fee Task Force recommends that Trust Council adopt: 
• a basic application fee of $1000 to cover the cost of the preliminary report and consideration 

by the LTC (steps 2 and 3 of the rezoning process), and;  
• cover the costs of steps 4 to 7 of the temporary use permit application process through a recovery 

from the applicant of actual costs required to process the application, plus an additional application 
fee of $500 related to the planner time required to complete the process. 

 
The fee bylaw should also be amended to indicate that, in addition to the specified fees: 
• a deposit of $5,000 shall be provided and the cost for processing temporary use permit 

under steps 5 to 9 (see Rezoning section) be applied to that deposit;  
• the Fee bylaw should also indicate that after final decision by the LTC, any remaining funds 

would be returned to the applicant. If the cost of processing is expected to exceed the 
deposit, a further deposit would be required. 
 
 

INFORMATION NOTE: The RFD recommends a deposit based on 150% of the staff estimate of 
external costs and not the $5000 deposit as suggested here by the Task Force. 
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Subdivision Referrals: 
 
Average Costs per application  Current Fees per application 
Staff: $1,428  Low Fee: $825(+100) 
Hard: $130  Model Fee: $1,100(+110) 
Total: $1,558    
 
Subdivision fees are assessed based on a basic fee plus a fee for the number of new lots 
created by the subdivision. In the table above, the number in parentheses indicates the 
additional dollars per lot; the numbers shown next to “low fee” represents the lowest fee for both 
of these numbers and they are not necessarily taken together – this is intended to show the 
lowest basic fee and the lowest per lot fee.  For this reason, it is not possible to determine cost 
recovery using the numbers in the table above.  The chart below shows the fee charged for 
some of the more common types of subdivisions in the trust area: 
 
One new Lot   $1,100+$110 = $1,210 
Two new Lots  $1,100+$220 = $1,320 
Three new Lots $1,100+$330 = $1,430 
Four new Lots  $1,100+$440 = $1,540 
Five new Lots  $1,100+$550 = $1,650 
 
A subdivision application that creates four new lots or more will cover the average cost of 
processing an application. A subdivision application that creates three or less lots will not cover 
the average cost of processing an application. This may be acceptable as a subdivision with 
smaller number of lots is likely to require less staff time for processing than one with many lots. 
 
Recommendation: 
 
The Fee Task Force recommends that no changes be made to subdivision referral fees. 
 
Board of Variance Applications: 
 
Average Costs per application  Current Fees per application 
Staff: $1,888  Low Fee: $800 
Hard: $800  Model Fee: $990 
Total: $2,688    
 
Model (Trust Council Recommended) fee generally covers 37% of an average board of variance 
application 
 
The fee should be equal to the recommended fee for Development Variance Permit 
applications; since the types of land use decisions are similar between the two application 
types, cost of the application would not affect the decision of which type of application would be 
applied for. 
 
Recommendation: 
 
The Fee Task Force recommends that the fee for board of variance applications be increased to 
$1,800.   
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Development Approval Information Bylaws 
 
Development Approval Information (DAI) bylaws provide certainty to the applicant by defining 
the information and reports required for each application type, along with the required 
qualifications of those preparing the required reports.  For an example of a DAI, see the Islands 
Trust website under North Pender Administrative Bylaws, Bylaw 134 
http://www.islandstrust.bc.ca/ltc/np/bylawsadmn.cfm ) 
 
Without a DAI bylaw, the LTC can request information from an applicant to help it decide on an 
application, but the applicant might not provide the information in a useful or easy to understand 
form, may not meet acceptable methodology requirements, or might just refuse to provide the 
information.  Any of these unsatisfactory outcomes delay the approval process and frustrate 
applicants. 
 
DAI bylaws can be written with specific requirements in them.  This approach is useful for those 
applications where a similar report is required for every application, such as a development 
permit area where the report requirements are in response to the guidelines. In other situations, 
the DAI bylaw can be written to allow staff to determine what needs to be reported on and the 
methodology, and provide those requirements to the applicant. This is useful in situations where 
each application will have a different set of circumstances or different reporting requirements, 
such as a rezoning application or a temporary use permit application. 
 
The DAI bylaw would allow staff to require a revision in a situation where a report is not 
provided correctly or information is missing; however the bylaw must limit how many times an 
applicant can be asked to provide new information, after which staff will make recommendations 
based on the information provided. 
 
From a fee assessment point of view, a DAI bylaw provides certainty early in the process on the 
types of reports and information that an applicant will be required to provide during the 
processing of the application and reduces the timeline for processing by providing all reporting 
and information requests up front. 
 
Recommendation: 
Given the discussion above, The Fee Task Force recommends that all LTCs that have not yet 
done so be encouraged to adopt development approval information bylaws.   
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_____ ISLAND LOCAL TRUST COMMITTEE 

 
 BYLAW NO. ______ 
  
 
A bylaw to prescribe fees for amending bylaws, issuing permits, examining applications for subdivision, 

and examining other referrals and applications. 
  
 
WHEREAS Section 931 of the Local Government Act provides that a local government may, by bylaw, impose 
fees related to applications and inspections and Section 11.4 of the Liquor Control and Licensing Act provides 
that a local government may, by bylaw, impose fees on an applicant for a license under that Act;  
 
NOW THEREFORE the ______ Island Local Trust Committee, being the trust committee having jurisdiction in 
respect of the _______ Island local trust area in the Province of British Columbia pursuant to the Islands Trust 
Act, enacts as follows: 
 
1. Citation 
1.1 This bylaw may be cited as the "______ Island Local Trust Committee Fees Bylaw No. ___, _______". 
 
2. Interpretation 
2.1 In this bylaw: 

“Applicant” means: 
2.1.1  the person authorized under the _______ Island Trust Committee Procedures Bylaw No. ____, 

______ to make an application in respect of a bylaw or permit under the Islands Trust Act or Part 
26 or Part 27 of the Local Government Act; 

2.1.2  an applicant for a license under the Liquor Control and Licensing Act in respect of which the 
Local Trust Committee is requested or required to provide comments or recommendations;  

2.1.3  an applicant for subdivision review under the Land Title Act or the Strata Property Act;  
2.1.4  an applicant for the conversion of a previously occupied building to strata lots under the Strata 

Property Act; 
2.1.5  an applicant for a soil deposit permit or soil removal permit issued pursuant to a bylaw enacted 

under Part 22 of the Local Government Act; or 
2.1.6  an applicant to a board of variance established under Part 26 of the Local Government Act. 

  
“Application Fee” means the monetary amount payable to the “Islands Trust under this bylaw. 
 
“Estimated Direct Costs” means the Islands Trust’s itemized estimate of its actual disbursements 
associated with an application including newspaper advertising, notifications including Land Title Office 
notices, rental of premises for meetings or hearings, recording or preparation of minutes of meetings or 
hearings, staff travel, and the engagement of specialized consultants to provide advice to the Islands 
Trust with respect to the application. 
  
“Islands Trust” means the Director of Local Planning Services or the Director of Local Planning 
Services authorized representative. 
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3. Application Fees 
3.1 Prior to the processing of an application listed in Column 1 of Table 1, Table 2, Table 3 or Table 4, the 

applicant must deliver to the Islands Trust the Application Fees specified in Column 2 of Table 1 or the 
relevant Application Fee in the amount shown in Column 2 of Table 2, Table 3 or Table 4. 

 

TABLE 1 – Bylaw Amendments 

Column 1 Column 2 

1. Official Community Plan Amendment, Land Use Bylaw Amendment, Zoning 
Bylaw Amendment, Subdivision Bylaw Amendment, Land Use Contract 
Amendment, Strata Conversion, covenant modification or housing 
agreement modification requiring public hearing, or any combination thereof 
Initial Application Fee  

$1,000 

2. Official Community Plan Amendment, Land Use Bylaw Amendment, Zoning 
Bylaw Amendment, Subdivision Bylaw Amendment, Land Use Contract 
Amendment, Strata Conversion, covenant modification or housing 
agreement modification requiring public hearing, or any combination thereof  
Subsequent Application Fee   

$2,500 + 
Estimated 
Direct Costs 

 

TABLE 2 – Permits 

Column 1 Column 2 

1. Development permit  $1,100 

2. Development permit amendment $165 

3. Development permit in combination with a companion application for a 
separate development variance permit  

$1,800 

  

4. Development variance permit  $1,800 

  

5. Heritage alteration permit $1,100 

  

6. Temporary Use Permit Initial Application Fee  $1,000 

7. Temporary Use Permit Subsequent Application Fee   $500 + 
Estimated 
Direct Costs 

8. Temporary Use Permit renewal   $200 

  

9         Soil Deposit and Removal Permit non commercial $220 

10.     Soil Deposit and Removal Permit commercial $550 

  

11. Siting and Use Permit $250 
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TABLE 3 – Subdivision Referrals 

Column 1 Column 2 

1. Application for subdivision review  $1,100 

2. Application for subdivision review  - every additional parcel that would be 
created by the proposed subdivision 

$110 

3. Application for subdivision review   - parcel line adjustments only, creating 
no additional parcels 

$330 

 
 

TABLE 4 – Other Applications 

Column 1 Column 2 

1. Board of Variance $1,800 

2. Strata Conversion $1,100 

3. Liquor Control and Licensing Act  $825 

 
3.3 An administration fee in the amount of $110.00 being a portion of the Initial Application Fee referred 

to in Table 1 is not refundable. 
3.4 An administration fee in the amount of $55.00 being a portion of the fee referred to in Table 2, 

Table 3 and Table 4 is not refundable. 
3.5 If an application is withdrawn before staff undertakes any planning work on the application, the 

Islands Trust must refund to the applicant the Application Fee less the non-refundable portion. 
 
4. Refund of Subsequent Application Fee 
4.1 The Islands Trust must refund the Subsequent Application Fee to the applicant if their application is 

rejected by the Local Trust Committee upon its first consideration of the application. 
 
5. Estimated Direct Costs 
5.1 The Islands Trust shall advise an applicant in writing of the Estimated Direct Costs for the applicant’s 

application, at the time it imposes a Subsequent Application Fee under this bylaw. 
5.2 Tariff of Estimated Direct Costs: 
 

 Item Cost 

5.2.1 Newspaper notice publication for a Community 
Information Meeting (cost per publication) 

 

5.2.2 Newspaper notice publications for a Public Hearing or 
consideration of Temporary Use Permit (cost per two 
publications) 

 

5.2.3 Delivery notice for a Public Hearing or consideration of 
Temporary Use Permit 
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5.2.4 Hall rental for a community information meeting or a 
Public Hearing (per meeting) 

 

5.2.5 Minute taker fees for a community information meeting 
or Public Hearing (per meeting) 

 

5.2.6 Land title registration fees for notice of permits or 
housing agreements, or registration of covenants 

 

5.2.7 Staff travel costs to attend a Community information 
meeting or Public Hearing (per meeting) that is not part 
of a regular Local Trust Committee meeting. 

 

5.2.8 Preparation of a covenant  

5.2.9 Registration of a Covenant at the Land Title Office  

5.2.10 Registration of notice of a Permit or Housing 
Agreement at the Land Title Office 

 

 
5.3 The Estimated Direct Costs may be adjusted by the Islands Trust in presenting the itemised estimate if 

the actual costs to the Islands Trust has changed since the tariff was adopted. 
5.4 The Island Trust shall refund to the applicant, once the processing of an application has been 

completed, any amount paid in respect of Estimated Direct Costs that exceeds its actual direct costs. 
5.5 If the amount paid in respect of Estimated Direct Costs is less than the Islands Trust’s actual direct 

costs, the Applicant shall pay the deficiency forthwith upon receipt of the Islands Trust’s account in that 
regard. The local trust committee may withhold the consideration of issuance of any permit or hold the 
consideration of adoption of any bylaw in abeyance until the deficiency has been paid.  

 
6. Severability 
6.1 In the event a portion of this bylaw is set aside by a court of competent jurisdiction, the invalid portion 

shall be severed and the remainder of the bylaw remains in force and in effect. 
 
7. Repeal 
7.1 ___________ Island Local Trust Committee Fees Bylaw No. ____, ______", is repealed upon adoption 

of this bylaw. 
7.2 Any application for which a fee has been fully paid at the time this bylaw comes into force shall be 

processed to completion in accordance with the fee provisions of the repealed bylaw.  
 
READ A FIRST TIME this    day of       , . 
 
READ A SECOND TIME this    day of      , . 
 
READ A THIRD TIME this  day of      , . 
 
APPROVED BY THE EXECUTIVE COMMITTEE OF THE ISLANDS TRUST 
this       day of       , . 
 
ADOPTED this     day of      ,  
 
_______________________________   _______________________________ 
 Chairperson       Deputy Secretary 
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5.6.i. Policy 
 

APPLICATION PROCESSING SERVICES 

Trust Council: March 13, 1993 
Amended: June 13, 2002; June 10, 2004, September __ 2012 

 
A:  PURPOSE: 
 
1.  This policy is intended to distinguish services along a continuum from property tax 

subsidy to applicant cost responsibility.  It provides the parameters for application 
processing services by which service levels can be distinguished as a basis for preparing 
the Fees Bylaw and Schedule. 

 
 
B:  REFERENCES: 
 
1.  Local Government Act: S.931 
 
2.  Trust Council Model Fees Bylaw 
 
 
C:  DEFINITIONS: 
 
1.  APPLICATION PROCESSING SERVICES include: 
 
1.1.  Amendments to an Official Community Plan, Zoning Bylaw, Subdivision Bylaw or 

Land Use Bylaw. 
 
1.2.  Requests for Development, Development Variance, or Commercial/ Industrial 

Temporary Use Permits, Soil Removal and Deposit Permits, Board of Variance, and 
Liquor Licensing Permits and Siting & Use Permits. 

 
1.3.  Comments on applications referred from other agencies. 
 
2.  SERVICE LEVELS are defined as follows: 
 
2.1.  Information Service providing an information service to applicants and the general 

public at no cost, as a public service, and funded by property taxation revenues. 
 
2.2.  Processing Service providing a specific service to applicants as a direct response to an 

application and primarily funded by an established fees paid by an applicant. 
 
2.3.  Extraordinary Processing Service providing a planning review related service to an 

applicant beyond the standard processing service with funding provided by the applicant 
or through a cost recovery agreement. 
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D:  POLICY: 
 
1.  SERVICE LEVEL - DETAILS 
 
1.1.  Information Service – No Fee Required 
 
   i.  The service level below indicates the information services which will be provided to an 

applicant as a public service: 
 

1)  information on application process requirements including a meeting with staff 
 

2)  assistance to complete an application 
 

3)  determination of applicable fees 
 

4)  identification of potential issues to be addressed 
 

 
   ii.  Funding Basis:  These services are funded 100% by property tax revenues. 
 
1.2.  Processing Service – Application Fee Required 
 
   i.  The service levels below indicate specific services that will be provided to an applicant 

who has paid an application processing fee: 
 

1)  comprehensive staff assessment 
 

2)  staff referral to other agencies, advisory planning commissions, and analysis of 
their comments 

 
3)  discussions between planners and applicant throughout process as required 
 
4)  bylaw or resolution drafting including review for compatibility with Trust object 

and policies and the relevant Official Community Plan 
 

5)  community information meeting with planning staff present 
 

6)  notification of public hearing including cost of notification 
 
7)  conducting of the public hearing with staff present 

 
8)  staff report with recommendation for LTC approval consideration 

 
9)  processing bylaws through Executive Committee for approval consideration, if 

necessary 
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10)  forwarding to Minister of Community, Aboriginal and Women’s Services for 
approval consideration, if necessary 

 
11)  adoption of all bylaws or issuing of permits as required. 

 
   ii.  Funding Basis:  For Rezoning applications and Temporary Use Permit applications, 

these services are funded primarily through fees as per a local trust committee's Fees 
Bylaw. The fees will be based on average processing costs as per Section 931 of the 
Local Government Act. Actual costs of processing an application may be less or greater 
than the established fee for that application. These costs are calculated as the product of 
staff labour costs X processing time (including Planner, and administrative support  
positions), adding to this other direct costs such as mapping expenses, then multiplying 
the total by a factor which incorporates the indirect costs such as general administration 
and overhead.  

 
  Advertising, meeting hall rental, minute taking, permit notice and covenant registration, 

and other such costs for public meetings and public hearings are to be estimated by staff 
for each application based on a tariff established in the fee bylaw, with a deposit 
representing 100% of the estimated cost being provided by the applicant. If the actual 
amount is less than the deposit, the remainder will be refunded at the end of the process; 
if the actual amount is greater than the deposit then the Islands Trust will invoice the 
applicant for the difference. Local Trust Committee fee bylaws will include language to 
require that any outstanding fee be paid prior to registration of a permit or adoption of a 
bylaw. 

 
  For all other applications, these services are funded primarily through fees as per a local 

trust committee's Fees Bylaw. The fees will be based on average processing costs as per 
Section 931 of the Local Government Act. Actual costs of processing an application may 
be less or greater than the established fee for that application. These costs are calculated 
as the product of staff labour costs X processing time (including Planner, and 
administrative support  positions), adding to this other direct costs such as mapping 
expenses, registration fees, travel expenses and advertising, then multiplying the total by 
a factor which incorporates the indirect costs such as general administration and 
overhead. 

 
 
 iii. Fee Adjustments: A local trust committee may enact variances to Trust Council’s Model 

Fee Schedule of up to 20% when adopting a local trust committee fees bylaw. The 
following criteria must be considered when evaluating a fee variance: 

 
 the level of community benefit offered by the type of application 
 availability of LTC approved design guidelines for projects requiring 

development permits 
 an amendment to an approved application occurring within 6 months of the 

approval date 
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  Variance to a fees bylaw must be adopted by bylaw amendment. All local trust 
committee fees bylaws and fees bylaw amendments must be approved by the Executive 
Committee before adoption by a local trust committee. Executive Committee may 
consider requests for adjustments greater than 20%.  Fee variances must be adopted by 
December 31 annually and can only be implemented on April 1 of the following year and 
following Trust Council’s budget approval. 

 
1.3.  Extraordinary Processing Service – Cost Recovery Agreement Required 
 
   i.  The service activities below indicate services beyond the scope of a general processing 

service and the required fees and require that additional fees be paid on the basis of a cost 
recovery agreement between the Islands Trust and an applicant: 

 
1)  covenant development 

 
2)  continuous dedicated staffing  
 
3)  technical assessments or studies as required by the local trust committee 

 
4)  retaining special technical assistance required by the local trust committee 

 
6)  legal counsel services required for the application 

 
7)  process agreement negotiation 

 
8)  other resources and/or services required by the local trust committee to process 

the application 
 

9)  accelerated timeframe to process the application 
 
   ii.  Funding Basis:  These additional services are funded by an applicant via a cost recovery 

agreement in addition to any applicable fee established in the fee bylaw. 
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