
Optional: Meeting with Planner
Identify the variances needed from the Township’s Zoning By-law for your
project/proposal. 
Assess application with Planner and identify any need for other approvals or
supporting documentation before applying. 

Responsibility: Applicant and/or Agent

Submit a Minor Variance Application Form
Include all information required for a Complete Application. 

Responsibility: Applicant and/or Agent

Complete Application Confirmation
Application reviewed by Staff for completeness. Any missing info will be identified
& requested.

Responsibility: Township 
Timeline: Timing dependent on completeness of application

Payment of Applicable fees
Pay applicable fee(s) to the Township.

Responsibility: Applicant and/or Agent
Timeline: After Application submitted and deemed complete by Planner

Circulation of Application
Complete Application circulated to required departments & organizations for
review & comment.

Responsibility: Township
Timeline: 2-3 weeks once application is deemed complete and provided for review

Committee of Adjustment Meeting Set
Responsibility: Township
Timeline: According to Committee Meeting Schedule 

Notice of Hearing
Township mails Public Notice to all residents within 60m of subject property.

Responsibility: Township
Timeline: At least 10 days before Committee of Adjustment Meeting (as legislated
under the Ontario Planning Act)

Public Notice Sign Posted
Applicant/Agent is required to post a Public Notice Sign, provided by Township, on
the subject lands.

Responsibility: Applicant and/or Agent and Township
Timeline: Within 10 days before Committee of Adjustment Meeting (as legislated
under the Ontario Planning Act)

Committee of Adjustment Meeting
Committee considers application and

makes a decision.

Notice of Decision 
Sent to Applicant and those requesting notification.

Marks the start of Appeal Period.
Timeline: 20 Days from the date of the Committee’s

Decision 
(as legislated under the Ontario Planning Act) 

Application is Approved Application is Denied Application is Deferred

After 20 Days, if no
appeals, Committee

decision is final.
Township sends a Notice

of No Appeal

No Appeal Appeal

If original/amended
decision was approved,
Applicant may apply for

Building Permit

The Applicant/Owner,
Township, and

Applicable Bodies may
appeal to the Ontario
Land Tribunal (OLT)

within 20 days of the
Committee’s decision

OLT may dismiss the
appeal or hold a hearing

to render a final decision 
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Submitting Your Application: Public Hearing & Decision: 

eferrell@swox.org
519-485-0477 x 7001

Questions?


