
Development Document Revitalization 

Final Report 

St
an

te
c 

Co
ns

ul
tin

g 
Lt

d.
 

Prepared for: 
District of Fort St. James 

Prepared by: 
Stantec Consulting 

June 5 2025 

Project/File: 
115824177 



Development Document Revitalization 

  
Project: 115824177 i 

 

Revision Schedule 
Revision Description Author Date Quality 

Check 
Date Independent 

Review 
Date 

V1 First Draft CW May 27 ZM  May 30 GL June 4 
        
        

 

Disclaimer 
The conclusions in the Report titled Development Document Revitalization are Stantec’s professional 
opinion, as of the time of the Report, and concerning the scope described in the Report. The opinions in 
the document are based on conditions and information existing at the time the scope of work was 
conducted and do not take into account any subsequent changes. The Report relates solely to the 
specific project for which Stantec was retained and the stated purpose for which the Report was 
prepared. The Report is not to be used or relied on for any variation or extension of the project, or for any 
other project or purpose, and any unauthorized use or reliance is at the recipient’s own risk. 

Stantec has assumed all information received from District of Fort St. James (the “Client”) and third 
parties in the preparation of the Report to be correct. While Stantec has exercised a customary level of 
judgment or due diligence in the use of such information, Stantec assumes no responsibility for the 
consequences of any error or omission contained therein. 

This Report is intended solely for use by the Client in accordance with Stantec’s contract with the Client. 
While the Report may be provided by the Client to applicable authorities having jurisdiction and to other 
third parties in connection with the project, Stantec disclaims any legal duty based upon warranty, 
reliance or any other theory to any third party, and will not be liable to such third party for any damages or 
losses of any kind that may result. 

Prepared by:  
 Signature 

 
 Printed Name 

Reviewed by:  
 Signature 

 
 
 

Printed Name 

Approved by:  
 Signature 

 Printed Name 

 



Development Document Revitalization 
Table of Contents 

 Project: 115824177 ii 
 

Table of Contents 
Executive Summary.............................................................................................................................. iv 
Acronyms / Abbreviations..................................................................................................................... v 
1 Introduction ............................................................................................................................... 1 
2 Fort St. James Development Approvals Process .................................................................... 2 
2.1 Current District Application Review Process ................................................................................ 2 
2.2 How Fort St. James Compares to Other Communities ................................................................. 3 
2.3 Findings ...................................................................................................................................... 4 
2.4 Recommended Actions ............................................................................................................... 5 
Action 1: Formalize Internal Development Review.................................................................................... 5 
Action 2: Create a Communication Log .................................................................................................... 5 
Action 3: Formalize the Pre-application Review Process .......................................................................... 6 
Action 4: Planning and Development File Management System Update ................................................... 6 

3 Delegated Authority .................................................................................................................. 7 
3.1 Context ....................................................................................................................................... 7 
3.2 Findings ...................................................................................................................................... 7 
3.3 Recommended Actions ............................................................................................................... 8 
Action 5: Increase the Delegated Authority for Planning Staff ................................................................... 8 

4 Bylaws and Policies .................................................................................................................. 9 
4.1 Findings ...................................................................................................................................... 9 
4.2 Recommended Actions ............................................................................................................... 9 
Action 6: Create an Interpretation Guide for Planning Staff ....................................................................... 9 
Action 7: Update Development Procedures Bylaw No. 1029, 2020 ......................................................... 10 
Action 8: Review Development Variance Permits and Amend the Zoning Bylaw..................................... 10 

5 Public Notification................................................................................................................... 11 
5.1 Context ..................................................................................................................................... 11 
5.2 Findings .................................................................................................................................... 11 
5.3 Recommended Actions ............................................................................................................. 11 
Action 9: Develop a Public Notification Policy ......................................................................................... 11 
Action 10: Update the Website to Share Development Permit Information .............................................. 12 

6 Application Forms and Guides ............................................................................................... 13 
6.1 Findings .................................................................................................................................... 13 
6.2 Recommended Actions ............................................................................................................. 14 
Action 11: Refresh Application Forms .................................................................................................... 14 
Action 12: Create Development Process Guides .................................................................................... 14 

7 Fees and Charges ................................................................................................................... 15 
7.1 Context ..................................................................................................................................... 15 
7.2 Findings .................................................................................................................................... 15 
7.3 Recommended Actions ............................................................................................................. 15 
Action 13: Review and update development fees ................................................................................... 15 

8 Implementation Plan ............................................................................................................... 16 
  

 



Development Document Revitalization 
Table of Contents 

 Project: 115824177 iii 
 

List of Figures 

Figure 1: Typical Development Approvals Process in Fort St. James ........................................................................ 3 
 

List of Appendices 
Appendix A Interview methodology 
A.1 District Staff Interviews 
A.2 Comparable Local Government Interviews 
A.3 Developer Interviews 
Appendix B Development Application Process Comparison 
Appendix C Development Approvals Process in Fort St. James 
Appendix D Example Pre-application Guides 
Appendix E City of Coquitlam Report to Council on Delegation of Minor Development Approvals 

and District of West Vancouver’s Delegated Approvals Guide 
Appendix F City of Victoria’s Land Use Procedures Bylaw 
Appendix G City of Kelowna’s Neighbour Notification & Information for Development 

Applications Policy 
Appendix H City of Coquitlam’s and City of Surrey’s Development Application Forms 
Appendix I City of Prince George’s A Guide Through the Process – Development Permits 
Appendix J City of Nanaimo’s Development Variance Permit Process 
Appendix K Jurisdictional Development Application Fees Comparison 
 

  



Development Document Revitalization 
Executive Summary 

 Project: 115824177 iv 
 

Executive Summary 
The District of Fort St. James has conducted a review of its development approvals processes to identify 
opportunities to review the efficiency and effectiveness with the current process with the goal of 
identifying opportunities to streamline how land development applications are reviewed and approved. 
This review was undertaken as part of the Development Document Revitalization project. This project was 
funded by a grant from the provincial government through the Union of BC Municipalities to help meet the 
Province’s goals of accelerating the development of more housing. 

This report builds on a gap analysis memo that was provided to staff in April 2025 that identified initial 
findings, areas for improvement and potential actions that could be taken to improve the current 
approvals process. Specific recommended actions to improve the District’s development approvals 
process have been identified along with proposed timelines for each action in short, medium, and long 
term time horizons.  

Included at the end of the report are appendices that illustrate the project’s methodology and provide 
examples from the District and other jurisdictions that outline how a specific action can be implemented.
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Acronyms / Abbreviations 
Acronym / Abbreviation Full Name 

This is Table Cell Body This is Table Cell Body 
This is Table Cell Body This is Table Cell Body 
This is Table Cell Body This is Table Cell Body 



Development Document Revitalization 

 Project: 115824177 1 
 

1 Introduction 
The District of Fort St. James has undertaken a 
Development Document Revitalization (DDR) 
project. The objectives of this project were to 
streamline the development approvals process, 
review development-related fees, review and 
update the file management system and 
process, and look at potentially delegating more 
decision-making authority to District staff. The 
project will also involve updating the 
development documents, including application 
forms, review letters, and decision letter 
templates. This project was funded by a grant 
provided by the provincial government through 
the Union of BC Municipalities. 

The Province of British Columbia passed new 
housing and local government legislation with 
the goal of accelerating development approvals 
and supporting new housing delivery. The DDR 
project is intended to uncover any issues that 
may affect the approval of new housing or other 
types of development in Fort St. James and 
identify actions to improve the development 
review process. 

The DDR project started in December 2024 and 
began with an evaluation of the District’s current 
development approvals processes. Next, District 
staff, local developers and representatives from 
comparable local governments were interviewed 

to identify best practices in the approvals 
process. The list of interview questions is 
provided in Appendix A. Lastly, the Local 
Government Act, District of Fort St. James 
Zoning Bylaw No. 738, 2001, application forms, 
and other relevant documents were reviewed. 

Based on information gathered through the 
steps listed above, a gap analysis was prepared 
and  identified initial findings, areas for 
improvement, and potential actions that could be 
taken to improve the development review 
process and associated documents. 

This report provided specific recommended 
actions to improve Fort St. James’ development 
review processes, application forms, and 
development document templates. For each 
proposed action, a timeline is presented with a 
short term (1 to 2 years), medium term (2 to 3 
years), and long term (3+ years) and organized 
into the following categories: 

• Development process 
• Delegated authority 
• Bylaws and policies 
• Public notification 
• Application forms and information guides 
• Fees and charges 
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2 Fort St. James Development Approvals Process 
2.1 Current District Application Review Process 
The Development Procedures Bylaw No. 1029, 2020 outlines the District of Fort St. James’ development 
approvals process at a high level. Generally, the District’s process for reviewing development applications 
that require an Official Community Plan (OCP) amendment and/or zoning amendment (rezoning) is as 
follows: 

• An informal pre-application meeting is held 
with the applicant if they request one. 

• An formal land development application is 
submitted to the District. 

• The application is reviewed for 
completeness and fees are collected. 

• The staff member assigned to the 
application reviews the proposal against 
applicable legislation. 

• An informal internal review is conducted to 
give relevant internal referral groups an 
opportunity to discuss the application’s merit 
and to identify any required amendments, or 
to suggest improvements to the application. 

• If required, feedback is provided to the 
applicant by email. 

• If required, the applicant submits a revised 
application. 

• Staff prepare an amendment bylaw and 
bring it forward to Council for consideration 
of 1st and 2nd Readings and scheduling of a 
Public Hearing, if required. 

• Public notice is issued.   
• A Public Hearing is held if applicable, 

followed by Council’s consideration of 3rd 
Reading and adoption*. 

*If other conditions (such as a servicing agreement or legal conditions) are required, the application will 
be held at 3rd Reading until the applicant has addressed all conditions. Once all conditions are addressed, 
the application is brought to Council for consideration of Final Adoption.  
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The typical development approvals process in Fort St. James is outlined in the graphic below.  

 

Figure 1: Typical Development Approvals Process in Fort St. James 

 

2.2 How Fort St. James Compares to Other Communities 
The District of Fort St. James’ development approvals review process is generally consistent with other 
jurisdictions that were interviewed. However, there are some significant differences that could be adopted 
in Fort St. James and would improve the development process. It is also worth noting that certain details 
from other jurisdictions may not have been uncovered through the interview process. The comparable 
communities were selected based on their geographic location and/or their population size relative to Fort 
St. James.  
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• In terms of a formalized internal 
process, the comparable local 
governments vary in their approach, 
with some municipalities having internal 
checklists, some having a manual for 
planning staff, and some having nothing 
beyond a standard approach that is 
followed but not documented. 

• Most comparable local governments 
delegate some development 
applications to planning staff. Some 
jurisdictions delegate all Development 
Permits, Temporary Use Permits, and 
minor Development Variance Permits to 
staff, while others delegate only smaller-
scale Development Permits. The District 
of Fort St. James is somewhat of an 
outlier as no applications are currently 
delegated to staff. 

• Most local governments reviewed used 
an informal pre-application process. The 
larger local governments that were 
researched (City of Fort St. John and 
the City of Prince George) have a 
formalized pre-application process.   

• The requirement of placing a 
development proposal sign on-site was 
required by half of the local 
governments contacted. In some cases, 
this requirement was dependent on the 
application type, but other local 
governments required a sign for all 
applications. 

• A web-based application and tracking 
portal is currently used only by the City 
of Prince George as this software is 
costly to acquire. Two jurisdictions are 
either currently adopting or considering 
a web-based system. 

A comparison of development application processes included in Appendix B. 

2.3 Findings 
The following is a summary of the research findings and improvements that could be made to the District 
of Fort St James’ development review process.  

Overall process  

• The District of Fort St. James’ current development review process is seen as generally working 
well but there are opportunities for improvement. 

• There is no clearly defined development application review process that is used consistently by 
the District staff. 

• Over time, staff and management turnover can result in slight variations in how the development 
review process is carried out.    

• There would be a benefit to formalizing the process to provide consistency and resiliency moving forward. 
• Creating a series of templates for the most common development-related letters and reports (eg: 

application review letters, Development Permit Council Reports) would allow for faster report 
writing as many parts of the document would be pre-written. 

• Creating an Applicant Communications Log would help to ensure consistency between District 
staff and applicants when different staff were handling an application (eg: vacation, staff 
reallocation, or staff turnover). 
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• The current file management system as it relates to planning and development has been flagged 
as needing improvement. Complications typically arise with Building Permits, Development 
Permits, rezoning, and OCP Amendments being saved in different locations. This makes it 
difficult for joint applications (eg: rezoning/OCP amendments) as they have different file paths 
and numbers. Additionally, there is no place to number permits on the application form. 

Pre-application meetings 

• The informal pre-application meeting process has value to let applicants know about the expected 
process and timelines, the submission requirements, the appropriate zoning and, if applicable, 
the Development Permit requirements.  

• There would be value in formalizing the pre-application process, especially for larger-scale 
development proposals. This meeting would be an opportunity for applicants to discuss their 
proposal with the most relevant District departments. 

2.4 Recommended Actions 

Action 1: Formalize Internal Development Review  
Action:  • Further formalize the internal development application review process. 

Why: • This will ensure a consistent approach between staff members and provide a framework for training new 
staff. 

How:  • Develop an updated process flow diagram. 
• Develop checklists. 

Who: • Planning Department staff to lead with input from internal referral groups.  

Timeframe:  • Short term 

Examples:  • See Fort St. James’ Development Approval’s Process Graphic - Appendix C (or Figure 1). 

 

Action 2: Create a Communication Log 

Action:  • Create communication file logs for each project to document when a commitment about process is made 
by a staff member to an application.  

Why: 

• Ensuring a consistent approach between different planners working on the same file will result in a 
smoother process for applicants.  

• If commitments or specific instructions are made to an applicant by one planner, another planner will be 
able to see that and continue to process the application accordingly.  

How:  

• Creating a system to log communication, either in the physical file or in the digital file, and documenting 
important commitments made and direction given to applicants. 

• The Communication Log is intended to document the date of conversation, what was discussed, and 
what the District has agreed or committed to. 

Who: • Planning Department staff.  

Timeframe: • Short term 

Examples:  • N/A 
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Action 3: Formalize the Pre-application Review Process 
Action:  • Create a formal pre-application review process for major projects.  

Why: • A pre-application review will allow for issues to be identified and discussed with applicants early in the 
process.  

How:  

• Define what constitutes a major project, for example a new multi-storey apartment or new 
commercial/industrial development.  

• This could continue to be a free service as is currently the case, or the District could explore requiring 
applicants to pay a modest fee for a meeting with an appropriate group of District staff and receiving 
summary notes documenting key considerations.  

• Create a standing formal pre-application meeting time in internal referral groups’ calendars. 

Who: • Planning Department staff to lead with input internal referral groups. 

Timeframe: • Medium term 

Examples:  • See Example Pre-application Guides - Appendix D. 

 

Action 4: Planning and Development File Management System Update 
Action:  • Update Planning and Development File Management System. 

Why: 

• Complications typically arise with Building Permits, Development Permits, rezoning, and OCP 
Amendments being saved in different locations. This makes it difficult for joint applications (eg: 
rezoning/OCP amendments) as they have different file paths and numbers. 

• Having a single master file number for applicants to reference when discussing projects with staff 
minimises the risk of different projects getting confused. 

How:  

• Review the current file management and file naming system as it relates to planning and development 
files. 

• Create a nested file system where there is a high-level “planning department” file number with subfolders 
for different steps in the process (eg: OCP amendment, rezoning, Development Permit, Building Permit). 

Who: • Planning Department staff  

Timeframe: • Short term 

Examples:  • N/A 
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3 Delegated Authority 
3.1 Context 
Currently in the District, all planning approvals are decisions of Council and there are no approvals that 
are delegated to staff.  

Looking at similar communities, the following best practices for delegation to staff have been identified: 

• Low value Development Permits (eg: 
less than $200,000). 

• Approval of Development Variance 
Permits that fall below a certain level of 
variance from the zoning regulations 
(eg: less than 20% variance from the 
zoning regulations).  

• Minor Temporary Use Permits, such as 
those for low impact uses or ones that 
are short in duration (eg: less than three 
weeks).  

If Council is supportive of increasing the authorities delegated to staff, it is important to clarify what can be 
delegated and the appropriate thresholds in the Development Procedures Bylaw.  

3.2 Findings 
The following is a summary of the research findings related to improvements that could be made to how 
development review tasks are delegated to administration.   

Delegating authority  

• There are opportunities to raise the thresholds and broaden permits that are delegated to staff for 
review. Allowing more development applications to be reviewed and approved by staff will speed 
up the approvals process. 

• Options for increased delegation to staff include:  
o Development Permits under the financial threshold of $250,000.   
o Minor amendments to a Development Permit, such a changing a façade’s colour or 

building material.  
o Approval of Development Variance Permits that fall below a certain level of variance from 

the zoning regulations (eg: less than 25% variance from the zoning regulations). 
• If more permit approvals are delegated, the reporting requirements should also be updated so 

that a report on the use of delegation is provided quarterly.  
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Reporting on delegated applications  

• The requirements for reporting delegated applications to Council could time consuming for staff. 
A report providing short overviews or a list of the decisions made by the delegated staff on a 
quarterly basis would strike a balance between keeping Council properly informed and being an 
efficient use of District staff time.  

Fees for permits that are delegated  

• If more types of permit reviews are delegated, then the fees for these applications could be 
reduced as there would be less staff time needed to process the applications.  

3.3 Recommended Actions 

Action 5: Increase the Delegated Authority for Planning Staff  
Action:  • Increase the delegated authority for permit approval. 

Why: • This will simplify and shorten the approval process for small and straightforward applications.  

How:  

• Increase the project value threshold for delegated DPs to $250,000. 
• Define what constitutes a minor Development Permit amendment is and delegate this to staff. 
• Delegate the approval of Development Variance Permits below a 25% variance from the zoning bylaw’s 

regulations. 
• Provide a path for applicants to seek Council’s reconsideration of a delegated application if declined by 

staff. 
• Requiring a Report on delegated application decisions on a quarterly basis. 

Who: • Planning Department staff 
• Requires Council approval 

Timeframe: • Medium term 

Examples:  • See City of Coquitlam’s Report to Council on Delegation of Minor Development Approvals and the 
District of West Vancouver’s Delegated Approvals Guide – Appendix E. 
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4 Bylaws and Policies 
The District of Fort St. James is similar to most other jurisdictions in the province in that the development 
related regulations are contained in Zoning Bylaw No. 738, 2001 and supplemented by Development 
Procedures Bylaw No. 1029, 2020. Sign Bylaw No. 963, 2017 regulates signs and Development Permit 
Area guidelines are contained in the Official Community Plan Bylaw No. 872, 2010. 

4.1 Findings 
Consistent Interpretation of the Zoning Bylaw 

• Across local governments, there are sections of the zoning bylaws that can often unclear or 
inconsistent, requiring staff to make an interpretation as part of the decision process. One staff 
member may interpret things differently from another, resulting in an inconsistent application of 
zoning regulations over time.  

• It may benefit the District if an Interpretation Guide were adopted to help staff interpret regulations 
and ensure consistency in application review between different staff members. 

Development Procedures Bylaw No. 1029, 2020 

• Development Procedures Bylaw No. 1029, 2020 is ambiguous in sections and would benefit from 
being updated, especially with regards to public notification distances from proposed 
development sites.  

Development Variance Permits 

• According to other local governments, a best practice is to identify the most common and 
supportable Development Variance Permits and then to amend the zoning regulations to permit 
those types of application. This results in fewer variance permits being required saving staff time 
and result in a more efficient process. 

4.2 Recommended Actions 

Action 6: Create an Interpretation Guide for Planning Staff  
Action:  • Create an Interpretation Guide for planning staff to ensure that regulations are applied consistently. 

Why: • Current lack of clarity can lead to variations in how development process requirements are applied by 
different staff.  

How:  

• An interpretation guide is a useful tool to ensure that different planning file managers are interpreting 
planning regulations in the same way.  

• If an ambiguous or confusing planning regulation is identified by planning staff, an internal discussion is 
held to find consensus on how to interpret that particular regulation.  

• Once a decision is made, that is noted in the interpretation guide for staff reference. 

Who: • Planning Department staff  

Timeframe: • Short term 

Examples:  • N/A 
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Action 7: Update Development Procedures Bylaw No. 1029, 2020 

Action:  • Update the Development Procedures Bylaw to provide more clarity to applicants and staff about the 
development approvals process. 

Why: 

• Lack of clarity and detail means that elements of the development approval process are subject to 
interpretation by staff and application may not be consistent over time.  

• The current required public notification distances do not give staff the flexibility to enlarge the notification 
radius around a development site in cases where a development application has broad geographic 
implications.   

How:  • Review the Development Procedures Bylaw and consider amendments increase clarity for applicants 
and the public and to grant staff discretionary authority to increase a notification area where appropriate. 

Who: • Planning Department staff with assistance from a consultant as required 
• Requires Council approval 

Timeframe: • Medium term 

Examples:  • See City of Victoria’s Land Use Procedures Bylaw - Appendix F 

 

Action 8: Review Development Variance Permits and Amend the Zoning Bylaw 

Action:  • Conduct a Development Variance Permit review to determine the most commonly approved variances 
and then update the District’s zoning regulations accordingly.  

Why: 

• Sending all variance permits to Council for approval is time consuming for staff and makes the permitting 
process more complex and longer for applicants.  

• Updating the zoning bylaw’s regulations will reduce the number of Development Variance Permits that 
will need to be processed by the District.  

How:  

• Consider the Development Variance Permit applications received over the last ten and identify the most 
commonly approved variance application types.  

• As appropriate, prepare revisions to Zoning Bylaw 738, 2001 that would make these variances 
permissible.  

Who: • Planning Department staff 
• Requires Council approval 

Timeframe: • Long term   

Examples:  • N/A 
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5 Public Notification 
5.1 Context 
Public notification is a key part of the planning process in British Columbia. People and property owners 
that may be impacted by a potential development should be made aware of what is being proposed. This 
enables an informed public discourse and interactions with decision-makers.  

5.2 Findings 
The following is a summary of research findings related to improvements that could be made to public 
notification requirements for new development. 

Challenges with public notification  

• Public notification requirements are regulated by Development Procedures Bylaw No. 1029, 2020. 
Currently, District staff do not have discretion to enlarge the 100-metre notification distance. For 
applications with broad implications, the flexibility to increase the notification distance would be helpful.  

• The distance of a notification should be dependent on the scale of the proposed development, 
with major developments potentially requiring a larger mailout. In some jurisdictions, projects that 
meet certain criteria or exceed certain thresholds, require the placement of a development 
proposal sign on the proposed development site.  

Use of other tools  

• There is the opportunity to make better use of the District’s website and to set up a GIS webpage 
to make it easier for the public to get information about ongoing development projects. On the 
District’s website, a page could list all active development applications along with their status.   

5.3 Recommended Actions 

Action 9: Develop a Public Notification Policy  
Action:  • Develop a public notification policy.  

Why: • The current lack of clarity leads to uncertainty for applicants and inconsistency in public notification 
requirements. 

How:  

• Develop a new Public Notification Policy. 
• The policy should include notification requirements by application type (eg: when a Development 

Proposal sign may be required). 
• This policy could also clarify when planning staff may want to broaden notification requirements (eg: a 

greater than 100-metre notification radius for projects with broader geographic implications, at the 
Corporate Officer’s discretion).    

Who: • Planning Department staff 
• Requires Council approval 

Timeframe: • Medium term 

Examples:  • See City of Kelowna’s Neighbour Notification & Information For Development Applications policy – Appendix G. 
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Action 10: Update the Website to Share Development Permit Information     

Action:  • Update the District’s website and institute a public-facing GIS platform to provide increased 
information to the public.  

Why: • There is an opportunity to increase the quality and accessibility of information about current and 
past development projects in the District. 

How:  

• Review information about development approvals process on the website and identify areas for 
improvement. Add information about past and active land development applications including status 
and decisions. 

• Create a web-based GIS information platform. This webpage could include information OCP 
designations, zoning, Development Permit Areas, and active and past land development.  

Who: • Planning Department staff and other relevant departments 

Timeframe: • Long term 

Examples:  

• See District of West Vancouver’s Active Development Applications web page 
Link – Active Development Applications – West Vancouver 

• See City of Vancouver’s Rezoning Active and Archived Applications web page 
Link – Rezoning Active and Archive Applications - Vancouver 

• See City of Kelowna’s Map Viewer (Note – turn on the Zoning and Land Use – Development 
Application’s layers) 
Link – Map Viewer - Kelowna    

 

  

https://westvancouver.ca/business-development/development-applications/active-development-applications
https://www.shapeyourcity.ca/rezoning#:%7E:text=This%20map%20shows%20rezoning%20applications%20that%20are%20in,CD-1%20by-laws%20have%20come%20into%20effect%2C%20visit%20VanMap.
https://maps.kelowna.ca/public/mapviewer/
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6 Application Forms and Guides 
The District’s application forms currently work well but could be improved in terms of requiring the 
applicant to provide a rationale for their proposal, depending on application type and would also benefit 
from a visual refresh. 

It was clear that it would be helpful for applicants if the District created information guides by application 
type. These guides could provide such information as: application requirements, considerations that 
should be addressed such as where to put snow storage areas, what types of landscaping are 
appropriate in Fort St. James, and Crime Prevention Through Environmental Design (commonly know as 
CPTED) considerations. The guides could also include diagrams and flow charts to outline the 
development approvals process. These guides could be made available at the front counter of the 
municipal office and on the District’s website.   

6.1 Findings 
The following is a summary of research findings related to improvements that could be made to 
development forms and guides. 

Application forms  

• The District currently uses four different application forms for different application types 
(OCP/Rezoning/Development Permit/Development Variance Permit, Building Permit, Signs, 
Subdivision) but are inconsistencies in the appearance and content of the forms, with many of the 
forms looking slightly different and convey different information. 

• Current application forms do not include a field to note the application number. 

Information guides  

• There are limited information guides available to assist applicants who are applying for 
development permits, Development Variance Permits, rezonings, or OCP Amendments.   
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6.2 Recommended Actions 

Action 11: Refresh Application Forms  

Action:  • Refresh application forms where appropriate and ensure visual consistency between each individual 
application form.  

Why: 
• The District currently uses four different application forms for different types of application.  There are 

also inconsistencies in the way forms look slightly different and convey different information. 
• Current application forms do not include a field to note the application number. 

How:  
• Reformat application forms, and where appropriate update submission requirements while also ensuring 

consistency in in the look and style between difference application forms and include an application 
number field.  

Who: • Planning Department staff 

Timeframe: • Short term 

Examples:  • See City of Coquitlam’s Development Application Form and City of Surrey’s Land Development 
Application Form – Appendix H. 

 

Action 12: Create Development Process Guides   
Action:  • Develop new development process guides for the public and development community.  

Why: • There are currently no guides that explain to applicants the development review process by application 
type.  

How:  

• These guides could provide information such as: application requirements, considerations that should be 
addressed such as where to put snow storage areas, what types of landscaping are appropriate in Fort 
St. James, and Crime Prevention Through Environmental Design (commonly know as CPTED) 
considerations.  

• The guides could also include diagrams and flow charts to outline the development approvals process as 
well as indicating additional next steps in the land development process (Building Permits, Occupancy 
Permits, etc.). 

• The fees associated with different application types can be included in the guide as well as an indication 
of other potential expenses involved in moving a land development application forward. 

• These guides could be made available at the front counter of the municipal office and on the District 
website.   

Who: • Planning Department staff 

Timeframe: • Short term 

Examples:  • See City of Prince George’s A Guide Through the Process – Development Permits – Appendix I. 
• See City of Nanaimo’s Development Variance Permit Process – Appendix J.  
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7 Fees and Charges 
7.1 Context 
The District charges application fees for different development approval application types. The fees are 
found in Schedule “G” of Development Procedures Bylaw No. 1029, 2020.  

Section 462 of the Local Government Act allows municipalities to charge application fees on the condition 
that the fees do not exceed the estimated average costs of processing the application. In this context, 
land development application fees are typically prepared through an analysis of the average hard and soft 
costs required to process each application type. Hard costs included direct expenses for the District, such 
as advertising fees, postage, and fees to register permits with the Land Title Office. Soft costs included 
internal expenses, notably the staff time necessary to process an average application.  

7.2 Findings 
There may be an opportunity to review and update the development approval application fees. Ideally, 
fees should reflect a balance between a full cost recovery approach (having fees cover 100% of staff time 
expenditures) and keeping application fees low to remain competitive with other jurisdictions.  

In reality, application fees represent a small portion of the overall cost of a development project. Appendix 
K of this memo provides a table that highlights how the District’s application fees compared to other 
relevant jurisdictions. Council direction should be sought to understand costing priorities when 
considering updates to application fees.  

7.3 Recommended Actions 

Action 13: Review and update development fees     

Action:  • Review and update the development applications fees to reflect District costs while considering 
comparable municipal benchmarks. 

Why: • Development permit fees should be reviewed with regularity and there is an opportunity to bring them in 
line with other similar local governments.  

How:  

• Council direction should be sought to understand costing priorities when considering updates to 
application fees.  

• Fees should reflect a balance between a full cost recovery approach (having fees cover 100% of staff 
time expenditures) and keeping application fees low to remain competitive with other jurisdictions.  

Who: • Planning Department staff 
• Requires Council approval 

Timeframe: • Medium term 

Examples:  • See Jurisdictional Development Application Fees Comparison Appendix K  
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8 Implementation Plan 
The actions identified in this report are intended to improve the development approvals process for 
applicants and District of Fort St. James staff. Efforts were made to identify actions that would add clarity 
to the process, make it more intuitive, reduced application processing times, and improve the applicant 
experience. Making efforts to implement the actions identified in this report will likely result in shorter 
processing times, greater understanding and certainty for applicants, and a clear and consistent approach 
to the development approvals process for the District’s staff. 

As the actions identified in this report are to be instituted over short term (1 to 2 years), medium term (2 to 
3 years), and long term (3 years +) timeframes, it will be important to keep Fort St. James Council 
updated as the DDR initiative progresses by providing an annual update to Council. This annual update 
should highlight which actions have been addressed and will also demonstrate any improvements in 
average application processing time. 

The following chart summarizes the recommended actions, identifies who is responsible for executing the 
action, and indicates an anticipated timeline for each action to be instituted.  

Action Who is Responsible Expected 
Timeframe 

Action 1: Formalize the internal development 
review 

• District staff 
Short Term  

Action 2: Create a communication log 
• District staff 

Short Term 

Action 3: Formalize the pre-application review 
process 

• District staff to lead with input from internal 
referral groups.  Medium Term 

Action 4: Update planning and development file 
management system 

• District staff 
Short Term 

Action 5: Increase delegated authority  
• District staff  

• Requires Council Approval 
Medium Term 

Action 6: Create an interpretation guide for 
planning staff   

• District staff 
Short Term 

Action 7: Update Development Procedures Bylaw 
No. 1029, 2020 

• District staff with assistance from a consultant 
as required   

• Requires Council Approval  

Medium Term   

Action 8: Review Development Variance Permits 
and amend Zoning Bylaw 

• District staff  

• Requires Council Approval  
Long Term  
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Action Who is Responsible Expected 
Timeframe 

Action 9: Develop a public notification policy   
• District staff  

• Requires Council Approval  
Medium Term 

Action 10: Update the District’s website to share 
development permit information    

• District staff and other relevant departments 
Long Term 

Action 11: Refresh application forms • District staff 
Short Term 

Action 12: Create development process guides • District staff Short Term 

Action 13: Review and update development fees 
• District staff 

• Requires Council Approval  
Medium Term 
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Appendix A Interview methodology 
The DDR project was initiated in early December 2024 when project expectations and goals were agreed to by District 
staff and Stantec’s team. At that time, all District regulations, policies, procedures, and other information was made 
available to Stantec for review. The District provided the names of key staff members involved in the development 
review process to be interviewed. An interview guide was prepared that outlined questions to be asked of each staff 
member, and questions focussed on getting their perspectives on what is currently working well and what could be 
improved. The interviews were conducted using Microsoft Teams between January 20, 2024 and February 19, 2025. 

A.1 District Staff Interviews 
The following District staff members were interviewed: 
 
• Corporate Office – Alexander Bihori 
• Director of Operations – Doug Lowther 
• Fire Chief – Ryan McVey  
 
Staff member of the Regional District of Bulkley Nechako (who process Building Permits for the District): 
 
• Jason Berlin – Senior Building Director 

 
The questions asked during staff interviews included the following: 
 
1. Please introduce yourself, your position, and how 

long you have worked for the District.  
2. Please explain your role in the development 

approvals process or in the District’s 
administration.   

3. Is the internal process for how development 
applications are processed clear and 
documented? Please describe that process from 
your perspective.  

4. Please describe how your internal referral / 
circulation process typically occurs.  

5. Are there any types of development applications 
(rezonings, DPs, OCP amendments, etc.) in 
which you think the process could be improved?  

6. Do different types of applications run concurrently 
or sequentially? (e.g: rezoning and DP processed 
at the same time as opposed to rezoning 
approval required before DP is processed).  

7. In your opinion, what elements of the 
development review process work well?   

8. What are the challenges with the current 
process? How could it be improved?  Where is 
additional support or information needed?   

9. Does the District have a formal pre-application 
review process? If so, is it useful? If not, do you 
think it would be helpful for applicants and staff?  

10. Do you think there are opportunities to delegate 
more decision-making authority to District staff? 
(e.g.: minor DVPs, projects less than $200,000, 
etc.)  

11. Do you think the current public notification 
requirements are adequate? Do you think they 
need to be updated or clarified?  

12. What information is available to 
developers/homebuilders and how is it shared?   

13. Do you think developer expectations are 
realistic? Is expectation management an issue?   

14. What are the biggest hurdles that you hear 
expressed by developers? (costs, studies, 
timelines, forms)?  

15. Is the District charging the right development 
fees?  

16. How does the District pay for growth?  
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A.2 Comparable Local Government Interviews 
Stantec held interviews with representatives from the planning departments of four municipalities. The local and 
regional governments were selected based on their geographic location and their population size relative to Fort St. 
James. Representatives from the following local governments were interviewed: 
 
• City of Prince George 
• District of Houston 
• District of Lillooet 

• District of Vanderhoof 
• Regional District of Bulkley Nechako 

 
The questions asked during the local government interviews included the following: 
 
1. Please introduce yourself, your position, and how 

long you have worked at your organization.    
2. Please explain your role in the development 

application review process.  
3. Is the internal process for how development 

applications are processed clear and 
documented? Please describe that process from 
your perspective.  

4. Please describe how your internal referral / 
circulation process typically occurs.  

5. In your opinion, what elements of the 
development review process work well?  

6. Does your organization have a pre-application 
review process?  

7. Do different types of  applications run 
concurrently or sequentially? (e.g.: rezoning and 
DP processed at the same time as opposed to 
rezoning approval required before DP is 
processed).  

8. What types of applications are delegated to staff 
and are not required to go to Council? Are there 
thresholds to determine what can be delegated?  

9. Please explain your public notification 
requirements.   

10. Please share your development proposal fee 
schedule.  

11. What information is available to developers and 
how is it shared?   

12. What are the biggest hurdles that you hear 
expressed by developers in your community? 
(e.g. costs, studies, timelines, forms).  

A.3 Developer Interviews 
Stantec also interviewed representatives of the development community who have gone through the development 
approvals process in the District of Fort St. James.  
The questions asked during the developer interviews included the following: 
1. Please introduce yourself and describe the type of development projects your organization typically does.   
2. Can you tell us about your experience getting development approvals from the District of Fort St. James?   
3. In your experience, are the District’s expectation and requirements clearly defined?   
4. What works well with the current process?   
5. What are the challenges with the current process? How could it be improved?   
6. Do you have any experience carrying out development projects in other communities? If so, how does your 

experience in Fort St. James compare?   
 

Lastly, Stantec conducted research to confirm compliance with the Local Government Act and conducted a 
background review to determine development approvals process best practices that were identified during the 
interview process and based on Stantec’s experience. 
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Appendix B Development Application Process Comparison 
The following chart provides a comparison of how the interviewed local governments, as well as other selected local governments, address different aspects 
of the development approvals process. The comparison highlights a wide range of ways that local governments are currently processing development 
applications. While larger jurisdictions have a more formalized development review process, all jurisdictions agree that further process improvement can be 
made. A number of the interviewed jurisdictions have already undertaken a Development Application Process Reviews process or are in the process of doing 
so. Therefore, the information showcased below represents a snapshot and is subject to change. 

Local Government Formalized Internal 
Process 

Delegated Authority Pre-Application Process Web-based Application 
and Tracking Portal 

District of Fort St. James • Internal Checklists • None • Yes, informal • None 

City of Castlegar • Internal Checklists 

• 2-week internal referral 
period 

• All DPs 
• DVP (>25% variance) 
• TUPs (in alignment with 

the OCP) 

• Yes, informal • None 

City of Fort St. John 

 

• Standard Development 
Procedure 

• Internal Checklists 

• Spreadsheet to track 
referral groups 

• All DPs • Yes, formal and 
mandatory 

• No 

City of Prince George • Yes, all managed 
through software 

• All DPs 
• DVPs (with thresholds 

that very by application 
type) 

• TUPs if less than 14 
days 

• Yes, formalized • Yes 

City of Prince Rupert • None • All DPs 
• Minor DVP (with 

thresholds that vary by 
application type) 

• Yes, informal • No 

City of Terrace • Internal Manual • Minor DPs (threshold 
based on project value) 

• Seeking ability to 
process minor DVPs at 
staff level 

• Yes, informal but 
considering formalizing 

• Currently transitioning to 
web-based system 

City of Williams Lake • Internal tracking sheet 
for referrals 

• DPs for façade 
improvement under 
$500,000 

• Yes, informal • No 
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Local Government Formalized Internal 
Process 

Delegated Authority Pre-Application Process Web-based Application 
and Tracking Portal 

• S219 Covenants & 
SROWs 

District of Houston • None • All DPs are delegated to 
a Planning Committee 

• TUPs are delegated to 
staff 

• Looking at further 
delegation 

• Yes, informal • No – looking into it 

District of Lillooet • Yes • Most Development 
Permits 

• Certain Covenants 

• Yes, informal • No 

District of Vanderhoof • Guidelines for DPs and 
Subdivisions 

• No referral tracking 
process 

• None • Yes, informal • No 

Regional District of Bulkley 
Nechako 

• Internal Checklist • None • Yes, informal • No 
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Appendix K Jurisdictional Development Application Fees Comparison 
Jurisdiction OCP Rezoning DPs DVPs TUPs Subdivision 
District of Fort St. James • $400 

• $750 when combined 
with rezoning 

• $400 
• $750 when combined 
with rezoning 

• $200 to $400 
depending on value 

• $350 • $400 • $200 
• $50 for each 

additional lot 

City of Castlegar • $1,000 

• $1,500 when 
combined with 
rezoning 

• $1,000 
• $1,500 when 

combined with OCP 

• $1,000 
• $1,500 when includes 

a variance 

• $500 • $500 • $115 plus $35 per lot 
for less than 2 parcels 

• $600 plus $35 per lot 
when between 3 and 
9 parcels 

• $1,400 plus $35 per 
lot when more than 
10 parcels. 

City of Fort St. John • $1,000 

• $1,500 when 
combined with 
rezoning 

• $1,000 

• $1,500 when 
combined with 
rezoning 

• $1,500 new 
construction 

• $750 
Renovations/Amendme
nts 

• $250 Façade Only 

• $1,500 • $1,500 • $500 plus $100 per lot 
when less than 4 lots. 

• $500 plus $200 per lot 
when 4 or more lots. 

City of Prince George • $1,400 + $4 per 100 
m2 of site area 
(maximum $800) + 
notification costs 

• $2,000 + $5 per 100 
m2 of site area 
(maximum $2,000) + 
notification costs 
when combined with 
rezoning 

• $800 + notification 
costs when creating 3 
or fewer residential 
lots. 

• $1,400 + $4 per 100 
m2 of site area 
(maximum $2,000) + 
notification costs 
when creating 4 or 
more residential lots 
or commercial 
industrial lots 

• Text amendment 
$1,400 + notification 
costs 

• $800 + $20 per 100 
m2 of additional or 
altered gross floor 
area (maximum of 
$2,000) + notification 
for Downtown, 
Commercial, 
industrial or multiple-
residential 
development permit 
area: subdivision, 
construction or 
addition to or 
alteration of a building 
or structure 

• $150 + notification for 
Intensive residential 
development permit 
area: new 
construction of a 
residential dwelling 

• $500 - $ 900 + 
notification for Zoning 
bylaw variances 

• $1000 + notification 
for Subdivision and 
Development 
Servicing Bylaw 
Variances 

• $800 + notification 
costs for Sign Bylaw 
Regulation Variance 

• $800 + notification 

• $600 for extension 

• $1,150 plus $100 per 
new lot 
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 Project: 115824177 K-2 
 

Jurisdiction OCP Rezoning DPs DVPs TUPs Subdivision 
City of Prince Rupert • $1,100 

• $1,400 when 
combined with 
rezoning 

• $1,100 
• $1,400 when 

combined with OCP 

• Work over $10,000 = 
$225 

• Work under $10,000 = 
$60 
 

• $330 • $630 • $500 plus $100 per 
new lot 

City of Terrace • $1,200 

• $2,000 when 
combined with 
rezoning 

• $1,200 
• $2,000 when 

combined with OCP 

• $250 for project less 
than $10,000 and 
goes up based on 
project value 

 

• $250 • $1,000 • $500 plus $100 per 
new lot 

City of Williams Lake • $850 + sign deposit 
fee of $400 + 
notification costs 

• $850 + sign deposit 
fee of $400 + 
notification costs 

• $500 • $500 • $550 • $100 for the first 2 
new lots. $50 for each 
additional parcel over 
2 lots to a maximum 
of $1,200 

District of Houston • $1,500 
• $2,000 when 

combined with 
rezoning 

• $1,500 
• $2,000 when 

combined with OCP 

• $1,000 for the first 
$50,000 value and 
goes up based on 
project value 
thereafter 

• $750 • $750 • $1,000 

District of Lillooet • $1,200 

• $1,500 when 
combined with 
rezoning 

• $1,000 
• $1,500 when 

combined with 
rezoning 

• $500 Environmental 
• $200 Watercourse 
• $450 Form and 

Character 

• $500 
• $100 for signs 

• $750 • $1,000 
• $100 per lot 

District of Vanderhoof • $600 

• $750 when combined 
with rezoning 

• $600 
• $750 when combined 

with OCP 

• N/A • $250 • Unavailable • $25 
• $10 per lot 

Regional District of 
Bulkley Nechako 

• $1,000 
• $1,500 when 

combined with 
rezoning 

• $1,000 
• $1,500 when 

combined with 
rezoning 

• $200 • $500 
• $100 Sign Fee 

• $700 
• $100 Sign Fee 

• N/A 

 



 

 

 

 

 

Stantec is a global leader in sustainable 
engineering, architecture, and environmental 
consulting. The diverse perspectives of our 
partners and interested parties drive us to think 
beyond what’s previously been done on critical 
issues like climate change, digital 
transformation, and future-proofing our cities 
and infrastructure. We innovate at the 
intersection of community, creativity, and client 
relationships to advance communities 
everywhere, so that together we can redefine 
what’s possible. 

Stantec Consulting Ltd. 
1100-111 Dunsmuir Street 
Vancouver BC  V6B 6A3  
stantec.com 
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