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FOREWORD

SOJOUd-LNVAY

The project documented in this case study
received funding assistance under the Affordability
and Choice Today (A*CeT) Program. A*CeT is a
joint initiative managed by the Federation of
Canadian Municipalities, the Canadian Home
Builders' Association, and the Canadian Housing
and Renewal Association, together with the
funding agency Canada Mortgage and Housing
Corporation. The AeCeT Program is administered
by the Federation of Canadian Municipalities.

AeCeT, which was launched in January 1990,
was designed to foster changes to planning and
building regulations and residential development
approval procedures in order to improve housing
affordability, choice and quality. In 1998, the
AeCeT Program was recognized by the United
Nations Centre for Human Settlements as a best
practice for improving the living environment.

Through AeCeT, grants are awarded to munici-
palities, private and non-profit builders and
developers, planners and architects to undertake
innovative regulatory reform initiatives in
municipalities across Canada. Three types of
projects are awarded grants under the AeCeT
Program: Demonstration Projects, Streamlined
Approval Process Projects, and Case Studies (of
existing initiatives).

* Demonstration Projects involve the construction
of innovative housing that demonstrates how
modifications to planning and construction
regulations can improve affordability, choice
and quality.

* Streamlined Approval Process Projects involve the
development of a method or an approach that
reduces the time and effort needed to obtain
approvals for housing projects.

*  Case Study grants are awarded for the documen-
tation of existing regulatory reform initiatives.

Change and innovation require the participation
of all the players in the housing sector.
AeCeT provides a unique opportunity for
groups at the local level to work together to
identify housing concerns, reach consensus on
potential solutions, and implement actions.
Consequently, a key component of
AeCeT-sponsored projects is the participation
and cooperation of various players in the hous-
ing sector in all phases of each project, from
development to realization.

All projects awarded a grant under the AeCeT
Program are documented as case studies in order
to share information on the initiatives and the
benefits of regulatory reform with other
Canadian communities. Each case study discusses
the regulatory reform initiative, its goals and the
lessons learned. Where appropriate, the cost
savings resulting from modifications in various
planning, development and construction
regulations are calculated and reported.

Affordability and Choice Today
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PROJECT OVERVIEW

LA[0dJ NA TTINASNA, (J I0A

Minor residential renovation projects worth less
than $20,000 represent about 10 to 20 percent of
the total number of permit applications received by
the City of Montréal, Quebec. This type of
renovation project is frequently undertaken by the
property owner without the assistance of a building
professional such as an architect or contractor.

Most homeowners lack the specialized technical
knowledge required to prepare the plans and
specifications that must be submitted to receive a
building permit. In addition, homeowners are
often unfamiliar with the approval process, which
can be complicated and lengthy. Those seeking
assistance in making their way through the
approval process find that there is little technical
support available to help them. These factors have
led to a situation in which homeowners may try
to undertake construction work without a permit
or prepare the plans and specifications themselves.
In doing so, construction safety and quality, and
architectural integration are adversely affected.
Municipal employees are also affected since they
must invest considerable time in evaluating
permit applications that are not prepared by
building professionals, which slows down the
approval process.

André Fortin, a local architect, was awarded an
AeCeT grant to develop a series of technical guides
that will help homeowners in the City of Montréal
prepare permit applications for minor residential
renovations. Separate guides were created for
different types of renovation projects, such as:

* converting basements to apartments;

e minor additions or interior renovations that
would provide additional housing; and

* renovations that make the existing living space
accessible to persons with disabilities.

The guides contain sample designs as well as
advice on regulations in force and the scope of
construction work required.

André Fortin worked closely with representatives
of the City of Montreal's Permit and Inspections
and Housing Departments. The project team also
included a structural engineer and a representative
from the Association provinciale des constructeurs
d'habitations du Québec (APCHQ) [provincial

home builders' association].

This project will improve the permit issuance
process for minor residential renovation projects.
Under a revised process, a municipal employee will
meet with the homeowner to review the relevant
technical guide and enter into an agreement about
the nature and execution of the work involved.
Ideally, a permit would be issued right away.

The technical guides and meetings with municipal
staft provide homeowners with technical support,
reduce the documentation required, and speed
up the approval process for minor residential
renovation projects. This encourages good quality
renovation work that complies with existing
municipal regulations and reduces administration
costs. This, in turn, will help to improve housing

affordability, choice and quality in Montréal.

The educational tools developed under this
AeCeT project can be applied to other types of
residential construction projects. Furthermore,
the technical guides are a useful reference for all
Canadian municipalities using National
Building Code regulations.

Affordability and Choice Today
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1.0 PROJECT DESCRIPTION

1A(0YJ NA NOLLINIOSA(J 0°1

1.1 Context

The City of Montréal, Quebec, recognizes the
economic importance of its residential renovation
industry. In 1994, the City of Montréal
approved 1,647 permits for residential renovation
projects worth $54 million, representing
40 per cent of the total value of the residential
construction sector. The average value of renovation

projects was $39,500.

Renovation projects worth less than $20,000,
such as basement suites, small extensions and
home offices, represent the majority of all
residential renovation in the City. In these cases,
it is not unusual for property owners to undertake
renovation projects without applying for the
appropriate permit and without the assistance of
a professional. This situation results in a lack of
municipal control over the quality of the renovation
work and its integration into the surrounding
built environment.

Do-it-yourself renovators are often unaware of
municipal regulations and approval processes or
find them overly complex and time-consuming.
Improperly filled out and incomplete application
forms can mean several trips to the department
before a permit is issued, such that it can take up
to 40 days to get a permit for a simple deck. In
addition, municipal staft must spend a consider-
able amount of time evaluating renovation per-
mit applications made by property owners who
lack technical expertise and familiarity with
municipal approval procedures.

Virage Rénovation and Programme d'adaptation
de domicile

Virage Rénovation was a provincially funded
program administered by the Société dhabitation
du Québec and mandated municipalities, the aim
of which was to provide financial assistance to
property owners wishing to renovate their homes
or apartments. While the program was in
operation, between February and December
1994, 1,780 dwelling units were renovated for a
total value of $18 million. The average value of the
projects undertaken was $12,730. In the same
year, the province of Quebec funded a similar
initiative called Programme d adaptation de domicile
(PAD). The aim of PAD was to provide financial
assistance to property owners who wished to make
housing units wheelchair accessible or adaptable.

1.2 Project Objectives

In the spring of 1994, André Fortin, a Montréal
architect, was awarded an AeCeT grant to
cooperate with the City of Montréal's Permit and
Inspections Department to centralize, by means of
a one-stop process, the approval of residential
renovation projects valued at less than $20,000.
The aim is to speed up the permit approval process
and improve communications with the public.

This will be accomplished by:

* reducing the time and plan requirements necessary
to obtain a permit;

* offering property owners technical support in
order to ensure that renovation work will be
affordable, of good quality and in conformity
with regulations;

* educating property owners wishing to undertake
minor renovation projects; and

* establishing better cooperation between municipal
staff, property owners and those working in the
residential renovation sector.
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1.3 Consultation and Cooperation

To carry out this AeCeT initiative, the project
proponent, André Fortin, assembled a project
team of representatives from the City of
Montréal's Permit and Inspections and Housing
Departments, and the Association provinciale des
constructeurs d'habitations du Québec (APCHQ).
The project team was consulted throughout the
AeCeT project.

1.4 Project Activities

The AeCeT grant was used to support the

following activities:

e review and analysis of existing approval
procedures for residential renovation projects in
the City of Montréal and other Canadian
municipalities;

e identification and selection of residential
renovation categories;

* preparation of information tools for use by the
public and municipal staff, including technical
guides and permit application forms;

* training of municipal staff to improve
communications with the public; and

* testing of the one-stop approval process by
municipal employees.
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2.1 Current Approval Process for
Minor Residential Renovations

in the City of Montréal

The City of Montréal's Permit and Inspections
Department issues building, renovation, plumbing,
demolition, occupancy and sign installation
permits. The Permit and Inspections
Department is responsible for ensuring that all
permit applications for renovation work
conform with regulations in force and for ensuring
the quality and safety of renovation work as well
as its integration into the surrounding area.

Aside from maintenance work, such as painting
and small repairs, most renovation projects
require a permit. It is the responsibility of the
property owner or contractor to determine which
regulations apply to the project and to ask for
the relevant permit(s). The applicant fills out
an application form which asks for detailed
information on the project including, depending
on the case, a description of the work to be
undertaken, plans (elevations, cross-sections and
floor plans) and construction costs. All plans and
drawings for projects where the construction
costs exceed $100,000 must bear the signature
and seal of the architect or engineer.

A permit applicant then submits the application
along with various drawings and documents to
a clerk at the reception desk of the permit
department. The clerk passes the file on to one or
more plan checkers, depending on the complexity
and nature of the project. It can take as many as
40 days to obtain a permit for even simple
renovation projects like building a deck.

Constraints of the Current Approval Process

Following a review of existing approval
procedures for minor residential renovation
work, the project team identified several areas in
need of improvement.

» Existing municipal regulations and approval
processes for residential renovation are too complex.
For example, property owners are required to
submit complete plans for even relatively small

projects, which they find difficult to do.

o Application forms are frequently incomplete
and/or improperly filled out.

» There is no easy-to-understand printed material
available to citizens to steer them through the
approval process.

The above constraints have several consequences.
First, because of the complexity of the approval
process, much renovation work is undertaken
without a permit, which may jeopardize the safety
and quality of renovation work as well as affect its
integration with adjacent buildings. Second, the
lack of accessible information on the municipal
approval process and requirements for residential
renovation results in delays in obtaining a permit.

Third, municipal employees must spend a lot of
time reviewing permit applications for relatively
simple projects that were not prepared by a
professional, while they could devote this time to
more ambitious and complex projects.
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2.2 Review of Initiatives in Other
Canadian Municipalities

The project team examined models employed by
other Canadian municipalities to improve the
approval process for minor renovation projects.
Examples were drawn from Toronto, Ontario, and
Calgary, Alberta, among others. The municipalities
in question were selected either because they are
similar in size to Montréal or because they have
undertaken initiatives relevant to the study. Below

are highlights of the case studies.
Toronto, Ontario

The Buildings and Inspections Plan Examination
Division of the City of Toronto issues permits on
a first-come, first-serve basis. Inspectors are
available between 8:30 a.m. and 4:00 p.m.,
Monday to Friday, to help permit applicants.

To improve the approval process, the City of
Toronto has introduced a variety of time-saving
measures. The City has produced a detailed
brochure to help members of the public prepare
permit applications, including the required
documents and plans. The brochure includes
illustrated examples for different types of permits.

In addition, the City has installed a “quick”
permit service for minor residential renovation
projects of less than 50 m? (500 sq. ft.), such as
small extensions, decks and interior changes.
A special limited team called the “short team”
has been put in charge of the service. The quick
permit service allows an applicant to obtain a
permit right away, if the application complies
with municipal regulations. If the application is
incomplete or improperly filled out, a staff
member will help the applicant complete it
properly so that a permit can be issued.

Calgary, Alberta

The City of Calgary's Planning and Building
Department issues building permits for most
renovation work, including demolition, repairs,
alterations or extensions.

The City has recently made some improvements
to its approval processes. To better inform the
public, the City has prepared a series of easy-to-read
information brochures which summarize the
various permits and permit approval processes.
A homeowner or builder wishing to undertake
residential renovations can consult the
brochures, which provide information on
a variety of renovation jobs, including adding a
housing unit, finishing a basement and
constructing an accessory building.

Another initiative of the City of Calgary, aimed
at expediting and simplifying the residential
project approval process, is a special grading and
foundation permit for single-family houses and
duplexes. With this permit, work can begin on
grading, footings and foundation walls, as well as
the ground floor structure, before a permit is
granted for the rest of the work. The contractor is
responsible for ensuring that the work conforms
to applicable zoning and building regulations.
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Other Canadian Examples

In order to encourage property owners and
builders to renovate according to municipal
standards and procedures, the City of
Vancouver's Department of Permits and
Licenses set up the “Housing Renovation
Centre”. At the Centre, clerks are available by
appointment to assist owners from the early
stages of a project, before they apply for a
permit. The Centre offers the following services
aimed at simplifying and expediting the
approval process:

* technical support;

* information on permit applications;

* information related to the project in question;
and

* help to complete the application forms.

The Housing Development and Building
Department of the District of Matsqui,
British Columbia, has produced a guide for
homeowners wishing to undertake renovations.
The guide lists different types, indicating whether
or not a permit is required, and contains all the
information that a permit applicant may need.

2.3 Information Tools

To help streamline the approval process and
improve communications with the public, the
project team developed a set of information tools,
including technical guides and checklists, for dif-

ferent types of minor renovation projects.
2.3.1 Technical Guides

The objective of the technical guides is to simplify
and expedite the approval process for property
owners undertaking minor renovation projects.
They describe, in clear and simple terms, the
municipal regulatory requirements and approval

processes applicable to various types of renovation
work. At the same time, the technical guides are
designed to help municipal staft evaluate permit
applications. It is expected that the guides may
eventually be used to pre-approve applications.

To produce the technical guides, the project team,
in cooperation with municipal staff, drew up a
list of categories of renovation work based on a
sampling of real cases. The appropriateness of the
categories selected was confirmed by the results
compiled from an evaluation of Virage Rénovation

and PAD (see Section 1.1).

The principal sources of the information found in

the guides are:

* the Planning Bylaw (U-1);

* the Building Bylaw (B-1);

* the City of Montréal Housing Bylaw (L-1);
* the Fire Prevention Bylaw (P-5.1);

* the Quebec Civil Code; and

* the National Building Code.

André Fortin, in cooperation with the City of

Montréal, prepared the following eleven prototype

technical guides:

* Guide for replacing doors

* Guide for adding doors

* Guide for replacing windows

* Guide for adding windows

* Guide for repairing the exterior finish

* Guide for modifying the exterior finish

* Guide for modifying or building a deck or
balcony

* Guide for building a basement unit dwelling

* Guide for building a home office

* Guide for building a new entrance to the
basement

* Guide for redesigning the interior to make it
accessible or adaptable

Affordability and Choice Today



Contents of the Technical Guides

In general, the technical guides follow a standard
format. Each 8"x11" guide (containing two to six
pages) provides the following information:

* cases in which a permit is required;

e applicable standards and regulations;

* types of permissible materials (for example,
doors are available in steel, wood, aluminum,
fibreglass or a combination of these materials);

* performance criteria;

* recommendations for the identification, per-
formance and maintenance of the renovations;
and

* sample drawings.

At this time, three of the eleven prototype techni-
cal guides have been published by the City.
Appendix A contains Technical Guide No. 10,
“Building a Deck”. See the box below for a
complete list of the available titles. The technical
guides are available at the Permit and Inspections
Department, at any Acces Montréal office and on
the Internet (in French) at
www.ville.montreal.qc.ca/permis/permis.htm

List of published technical guides

No. 7:  Working Without a Permit

No. 9:  Replacing and Adding Doors and
Windows

No. 10: Building a Deck

Before the start of the A*CeT project, the City
had begun to prepare a series of information
guides on various areas related to planning, such
as commercial construction and renovation,
signs,  certificates of  occupation, etc.
Unfortunately, the final production of the
technical guides concerning minor residential
renovations has been delayed indefinitely for
various reasons: delays generated because the
City wants to standardize the graphical aspect of
the documents with that of previous

publications, legal concerns regarding the
popularization of building code regulations, high
production costs of the guides and some
administrative hurdles.

2.3.2 Permit Application Forms

At the same time as the technical guides, the
project team developed nine prototype permit
application forms. Each one-page form
corresponds to one of the renovation categories
listed in Section 2.3.1. (some of the forms are
used for more than one category). The sample
application form for “Basement Unit Dwelling”
is contained in Appendix B.

The proposed application forms would not only
provide City employees with information on the
applicant and the project but would serve as a
checklist (one section for use by the applicant
and one section for use by the City) of the
applicable regulations in force. The City is
currently exploring the possibility of replacing
its existing application forms with the new ones
designed by the project team. Ideally, the
application form would be attached to the
technical guide.

2.4 Modified Approval Procedure for
Minor Residential Renovation
Projects

In conjunction with the preparation of prototype
information tools, this AeCeT initiative proposes
to accelerate the approval procedure for residential
renovation projects.

The reception desk would be staffed with people
who possess the necessary technical expertise to
be able to evaluate the plans and the application
on the spot. The municipal employee would
meet with the applicant. With the relevant
technical guide as a reference, they would agree
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on the nature of the work in question and how to
carry it out. Ideally, the owner would be able to
recurn home with a permit in hand. In more
complicated cases, a permit would be issued
within seven (7) working days.

The flowchart in Figure 1 illustrates the proposed
modified approval process for minor residential
renovation projects.

A variety of administrative and legal constraints
hamper change to the approval process. As a result,
municipal employees expect that putting the
one-stop approval process in place will be slow and
painstaking. However, the availability of technical
guides for the public and the review of municipal
requirements resulting from this project have
expedited the approval process for simple
renovation projects by two to three weeks.

2.5 Training of Municipal Employees

It is anticipated that, once the one-stop approval
process is in place, it will be necessary to develop
and hold training sessions for municipal
employees. In particular, the training will
familiarize the staff with the checklists and the
technical guides. The training component of the
AeCeT project has not yet taken place because of
the City's slowness to adopt the new information
tools and one-stop approval process.

2.6 Pilot Project

On March 18, 1996, the City launched a pilot
project to test the one-stop approval process in a
branch office in Pointe-aux-Trembles, a suburb
located at the northeastern tip of the Island of
Montréal. During the pilot project, citizens
wishing to undertake a minor renovation projects
could meet with an employee to receive technical
support and step-by-step guidance through the

approval process.

The pilot project permitted the project team to
refine the technical guides and application
forms.
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Figure 1: Proposed modified approval process for minor residential renovation projects
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In September 1999, three of the eleven technical
guides had been finalized and were available to
the public. The publication and introduction of
the set of technical guides and the application
forms have been slowed partly on account of
financial, administrative and legal hurdles.
However, this AeCeT initiative has led to
improved communications with the public and
better qualified municipal employees, often
reducing the approval times for renovation
projects from 30 days to less than a week.

Once in place, the one-stop approval process,
along with the information tools, will facilitate and
speed up house or apartment renovations and
encourage home maintenance.

A streamlined process for renovation projects may
encourage property owners to build extensions or
create basement suites, thereby increasing the
availability of affordable housing. Furthermore, by
providing do-it-yourself renovators and home
building professionals with easy-to-understand
technical information on different renovation
projects, the City can improve the quality of

renovation work.

The prototype technical guides and checklists
are a useful reference tool for all Canadian
jurisdictions using National Building Code
regulations. The proposed one-stop approval
process is applicable to municipalities across

Canada.
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APPENDIX A: SAMPLE TECHNICAL GUIDE, BUILDING A DECK

ASSVIHA T, ANN,d NOLLOMILSNOD) V']
¢ SINHAd-dHOI 4d dTdINGXH ¢ YV IXINNY

&f3 Ville de Montréal

Service des permis et inspections
303, rue Notre-Dame Est

1er étage

Montréal H2Y 3Y8

Tel.: (614) 872-3181

A deck is defined as an open platform
above ground level, adjoining the main
building or not. A deck can also be locat-
ed on the rooftop of a main building or
on that of an outbuilding. This technical
guide deals with residential decks only.
For information on decks used for com-
mercial purposes (cafés), please contact
the Permits and Inspections Department
to find out the applicable standards.

A permit is needed,

unless...

Building a deck can seem simple enough
for a handyman but current regulations
must be respected at all times and the
required permit must be obtained. The
work can be done without a permit only
if the following three conditions are met:
the floor is no higher than 60 cm (24 in)
above ground level, no construction ele-
ments (e.g. a guard rail) exceed

1.07 m (42 in) from the floor and the
construction is not being done in the
front yard. However, if you intend to take
advantage of the opportunity to change
your standard door to a French window
or a patio door, you must get a permit

to do the replacement. For more informa-
tion, please see the following technical
guide: Replacing and Adding Doors and
Windows.

Over one metre... please

consult us

A deck that isat 1 m (3 ft 3in) or less
above ground level can be built at the lat-
eral property line. However, if the deck
floor is more than 1 m high, other stan-
dards apply. For example, in certain
cases, the Planning Bylaw requires that
the construction be at a minimal distance
from the property line, while the

RESIDENTIAL SECTOR

Building a Deck

Building Bylaw has requirements regarding
the combustibility of materials and the risk
of fire propagation to adjacent buildings.

If the floor level of the deck that you plan
to build is less than 1 m, reading this tech-
nical guide should be sufficient for you to
prepare your permit application. In other
cases, it would be preferable that you con-
tact us before buying your materials. Come
by our information counter with your cer-
tificate of location and a scale site plan
indicating the proposed location of the
deck in relation to the existing buildings
and property lines. This way, our experts
will be able to give you information on
current regulations, along with free techni-
cal advice.

The permit application

You will need the following documents
when you submit your application to the
Permits and Inspections Department:

« acertificate of location,

¢ ascale site plan indicating the location
of the deck in relation to the existing
buildings and property lines,

two copies of a scale construction draw-
ing of at least 1:100 (1 cm =1 m) and a
description of the materials and the work
(see over for an example), and

if the work to be done is in a significant
sector or on a property with a heritage
value and will be visible from a public
road, the required documents must be
presented in triplicate and you must also
provide two photographs of the main
building's fagade.

The cost of the modification permit is
$7.50 per $1,000 of work and the minimum
rate is $50 (1998).
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Preparing the drawings @T %

To obtain your permit quickly, present drawings S
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O A modification permit is required for the construction O If the floor of adeck exceeds 1 min height, there are

of adeck unless the following three conditions are met:

the floor is no higher than 60 cm (24 in) above ground
level, no construction elements (e.g. a guard rail)
exceed 1.07 m (42 in) from the floor and the construc-
tion is not being done in the front yard.

O You must obtain a permit before replacing an exterior
door; for more details, see the following technical
guide: Replacing and Adding Doors and Windows.

more requirements. In this case, before you purchase any
materials, it is preferable that you consult the Permits
and Inspections Department with a certificate of location
and a scale site plan.

The cost of the modification permit is $7.50 per $1,000
of work and the minimum rate is $50 (1998).

Whether a permit is required or not, current regulations
must be respected at all times.
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APPENDIX B: SAMPLE APPLICATION FORM, BASEMENT UNIT DWELLING
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Application for a modification permit for instant issuance

IDENTIFICATION

Prototype form

BASEMENT UNIT DWELLING

APPLICATION NUMBER

APPLICATION DATE
/ /
day / month / year

DATE PERMIT ISSUED
/ /
day / month / year

PERMIT NUMBER

© detached
O semi-detached
9 attached

Number of storeys
Number of units

Year of construction

ADDRESSR SIDE OF STREET BETWEEN THE FOLLOWING STREETS | DISTRICT
© North © South
o East o West
MUNICIPAL NEIGHBOURHOOD
OWNER'S NAME OWNER'SADDRESS LAND REGISTRY NUMBER LOT NUMBER
SUBDIVISION
APPLICATION NUMBER
BUILDING DESCRIPTION
TYPE OF BUILDING TYPE OF CONSTRUCTION COMMENTS

© non-combustible
© combustible

AREASOF APPLICATION

TYPE OF WORK

© building of a basement unit dwelling

ELIGIBILITY CRITERIA

© 600 m2 maximum building area

° building with a maximum of 3
storeys
building with a maximum of 7 units
© built after 11-12-94

© exclusively used by families for resi-
dential purposes

ZONING

O verification of sector in question
© basement unit dwelling per mitted
O presence of an alley

© primary access to rented basement
1900 HERITAGE

SECTOR

Provincial Status
O AH O BA © BH
o AP

Municipal Status
9 BC ocL o1s
¢ ssA@0 © ssA@ll

REQUIREMENTS

© parking required
O accessibility
© natural lighting and window clearing

© minimal height of the rooms

Degree of fire resistance
© minimum required

Required documents
© drawings and description of the work
@ steplan

APPROVAL

Name and signature of person responsible

Owner's signature

Date
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Permits Department

City of Montréal
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