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  TO:  CHAIR AND MEMBERS   
PLANNING & ENVIRONMENT COMMITTEE 

 FROM: JOHN M. FLEMING 
MANAGING DIRECTOR, PLANNING AND CITY PLANNER 

 SUBJECT: 
IMPROVEMENTS TO PUBLIC ENGAGEMENT 

IN THE PLANNING PROCESS 
MEETING ON 

MARCH 23, 2015 

 

 RECOMMENDATION 

That, on the recommendation of the Managing Director, Planning and City Planner, the following 
actions be taken: 

 
(a) the following information report on the BE RECEIVED for information; 

 
(b) the proposed Improvements to Public Engagement in the Planning Process BE 

CIRCULATED to the London Development Institute, the Urban League, the London 
Homebuilders Association, London Area Planning Consultants, London area architects, 
landscape architects and urban designers; and, 

 

(c) Civic Administration BE DIRECTED to report back at a future meeting of the Planning and 
Environment Committee requesting an endorsement of the proposed Improvements to 
Public Engagement in the Planning Process as modified based on stakeholder 
consultations. 

 

IT BEING NOTED that the estimated cost of implementation to improve the engagement 
process is approximately $150,000 and will be referred for consideration as part of the 2016-
2019 multi-year budget development should Council endorse this strategy. 
 

  PREVIOUS REPORTS PERTINENT TO THIS MATTER 

None 
 

 PURPOSE AND EFFECT OF RECOMMENDED ACTION 

The purpose and effect of this report is to outline: 

 the minimum level of public engagement prescribed by the province in response to a 
planning application; 

 the minimum level of public engagement required by the policies of the Official Plan; 

 the City’s current engagement practises; 

 options intended to improve the current level of public engagement; 

 constraints/requirements that need to be overcome to improve the current level of public 
engagement; and, 

 recommendations for the most effective and efficient course of action. 
 
While initial engagement has been undertaken to develop the preliminary engagement 
improvements outlined this report, the purpose and effect is also to circulate the detailed 
process improvements for comment and possible modification. 
 

 RATIONALE 

 This initiative is intended to make public engagement more effective 

 The intended outcome of improving public engagement is to make the planning process 
more accessible to all Londoners, so they can more easily get involved on their own terms 

 A system of easy-to-understand public notices and Staff reports complement the plain-
language style of The Draft London Plan 
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 This initiative embraces new technologies to disseminate information faster and wider than 
with traditional methods 

 

 BACKGROUND 

Planning Services, in partnership with Development Services, Communications, Service 
London, and with assistance from the City Clerks Office and Legal Services, have undertaken 
an initiative to improve public engagement in the planning process by communicating in plain-
language.  This initiative is also intended to make public notification more effective by improving 
the format, expanding the media options, and exploring ways to reach more citizens directly. 
 
The intended outcome of improving public engagement is to make the planning process more 
accessible to the general public thereby inviting meaningful participation.  When information is 
easy to understand and widely available, more citizens are enabled to participate in the process. 
 
The initiative to improve public engagement began with the ReThink London process and 
carried through in the drafting of The London Plan.  One of the objectives of The Draft London 
Plan is to create an Official Plan that is written in plain-language, easy to understand, 
interesting, and inclusive of informative illustrations. 
 
The Draft London Plan is established on a foundation of five values, a clear vision, and eight 
directions to guide all of the planning and city-building initiatives.  The five values were included 
to guide how the planning process is to be implemented in London.  One of those values 
requires the municipality to “be inclusive” and pledges to “…employ genuine and effective 
techniques to include all Londoners in our planning processes...[by considering] all Londoners in 
the plans and decisions we make.”  Similarly, one of the directions requires the municipality to 
“make wise planning decisions” by “genuinely [engaging] stakeholders and the general public in 
all planning processes and meaningfully use that input to shape planning decisions”. 
 
While The Draft London Plan enables citizens to understand the long-term vision for the City of 
London in easy-to-read language and illustrations, much of this vision will be achieved through 
the cumulative outcomes of individual planning applications administered through the public 
planning process. 
 
If the City’s long-term land use vision is to be implemented through the collective outcomes of 
individual planning applications, a system of easy-to-understand public notices and Staff reports 
also must accompany each planning application to complement the plain-language style of The 
Draft London Plan in an effort to clearly present the development proposal, requested 
amendment(s), and recommendation to Council.  This will allow all concerned citizens to share 
in the exchange of information and facilitate meaningful and authentic engagement. 
 

 SCOPE OF STUDY 

Planning Services identified six issues to explore where improvements can be made to the 
planning process engagement practices and further scoped possible initiatives to address these 
issues in partnership with, and assistance from, several internal service areas.  
 
The scope of this exercise will analyse the below identified issues: 
 

 Identified Issues Possible initiative to address issue 

1 

Reports are too legalese and not 
written in plain-language to 
complement the London Plan 

- We need to develop an entire network of 
information dissemination 

- If the Draft London Plan is easy-to-read but Notices 
and Reports are not, then we are not fulfilling the 
mandate of creating an Official Plan for the general 
public to understand 

- Discourages public participation in the process if 
technical expertise is required to interpret the 
information provided  
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 Identified Issues Possible initiative to address issue 

2(a) 

Expansion of the 120-metre radius 
for notification by Mail 

- Increasing the notification radius for all applications 
- Using variable radii for different types of land use 

changes (i.e. Local =120m; Neighbourhood = 
250m; Community = 500m; Regional = 1,000) 

2(b) 

Expanding the Mail notification to 
Include Tenants 

- Mailing out notification directly to tenant-occupied 
dwellings 

- Requesting that owners of buildings notify tenants 
- Mail out using “Occupant” labels since names of 

tenants are not readily available 

3 

Improvements to signage to include 
more information 

- Include-site specific information on signage 
- Incorporate technology (i.e. QR Codes) 
- Plain-language description of proposal 
- Specific contact information and URL’s 
- Images of development proposal 

4 

Improving web presence, use of 
social media, and better 
coordination with CityMap 

- Web page devoted to each application 
- Link new CityMap to the application-specific web 

page 
- Expand the amount of accessible information 

available for each application to include hyperlinks 
to reports/studies 

- Create Twitter and Facebook accounts for public 
notices with twitter handle and twitter hashtag 

5 
Plain Language for Public Notices - Simpler text, images, finding different ways to 

incorporate prescribed requirements 
- AODA requirements 

6 

Introduce new practices to improve 
engagement with the public  

- Requiring mandatory Community Information 
Meetings for applications to amend the Official Plan 
and/or Zoning By-law, new plans of subdivision, 
and site plans requiring a public participation 
meeting within and directly adjacent to established 
neighbourhoods 

o Developing protocols outlining the content of 
Community Information Meetings 

 
Staff evaluated each of the above, based on the following considerations: 
 
Section 1 – What are the City’s current standards/practice 
Section 2 – Evaluating Potential Changes to Current City Standards/Practices 

 Cite best practices 

 Cite Council goals/objectives 

 Cite legislative requirements 

 Cite comments/concerns raised by the public 
Section 3 – What are some of the constraints/requirements that need to be overcome in order 
for us to achieve (Section 2) 

 New resource requirements (i.e. Staffing) 

 Process requirements/impacts/deficiencies 

 Legislative and Policy implications (i.e. updates/changes to the council policy 
manual/Official Plan/Community Engagement Policy) 

 Technology requirements/impacts/deficiencies 

 Staff ability/technical requirements/training 
Section 4 – Based on all the above, what is the recommendation? 
 
Planning Staff also researched the engagement methods utilized by other jurisdictions including: 
City of Ottawa; City of Kitchener; City of Sarnia; City of Vaughan; City of Windsor; City of 
Burlington; City of Kingston; City of Hamilton; City of Newmarket; City of Toronto; City of 
Guelph; City of North Bay; Village of Pemberton, BC; City of Calgary; New York City 
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 REPORT SUMMARY 

Planning applications affect people in many different ways.  They represent change in our City 
and in neighbourhoods.  It is important that we engage the public in a way that: 
 

 Is clear and understandable to a broad range of participants 

 Reaches as many people as possible who are interested in an application 

 Recognizes that different people access information in different ways 

 Is as early as possible in the process, so that input can help shape the outcome 

 Is cost effective 
 
Through the ReThink London process Londoners told us that they want more effective planning 
application engagement techniques.  The Draft London Plan was written “to balance the 
requirement for planning-oriented policy language with the goal of minimizing jargon and 
bureaucratic phrases”.  The format of The Draft London Plan is to provide a high level of 
readability and accessibility for the broad community – allowing for a better understanding of 
planning policies, their intent and rationale.   
 
The Draft London Plan is based on a series of values.  One is “be accountable”, which includes 
the notion of “being open and transparent in our decision making”.  A second relevant value is to 
“be inclusive”.  The Plan explains that “we will employ genuine and effective public engagement 
techniques to include all Londoners in our planning processes”. 
 
Consistent with the feedback from the ReThink London process and the underlying values of 
The Draft London Plan, Staff are recommending a series of improvements to the current 
engagement practices for planning applications.  We think these improvements will allow more 
Londoners to become more meaningfully involved in planning processes and affect how London 
develops around them. 
 
The Planning Act (“the Act”) spells out the minimum requirements for how cities are to 
communicate with the public during planning application processes.  However, these 
requirements are very basic and don’t represent the type of engagement that connects with 
Londoners.  It should be noted that the notification and engagement process that are currently 
used in London go well beyond the minimum requirements of the Act. 
 
That said, we believe that our current processes are not adequate and it is a good idea for us to 
consider new ways of engaging Londoners.  Some of these new ways have financial 
implications, so we need to think about the balance between cost and public value for each of 
these considerations. 
 
Below is the package of improvements that we are recommending, including the potential costs 
of each: 

Proposed Change 
Estimated Annual 
Cost Implication 

Plain language reports written so that they are clear and easy to 
understand by all 

$0 

Expand the radius for mail-out notices beyond 120m of the site on a case-
by-case basis at the discretion of the City Planner or Chief Building Official 

To be absorbed in 
existing budget 

Formally ask landlords to post the notification that we send to them in an 
obvious location so that tenants will see it. 

$0 

Significantly improve notice signage to contain custom information relating 
to each application.  More noticeable signage. Plain language information.  
Use QR codes and easy-to-remember URL to be directed to web page. 

$26,000 

New signage costs 
& installation 

Establish a new comprehensive web presence for Planning Services and 
Development Services applications to have all information within the file 
scanned “live” as it is submitted.   The site will be much easier to interface 
with to find properties that are subject to a planning application and up-to-
date information on meetings and next steps.  New protocol regarding 
scanning and ongoing web updating will be required. 

$120,000 for new 
staffing 
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Use Twitter, Facebook, emails, and RSS feeds to reach more Londoners 
who are interested in Planning Services and Development Services 
applications. 

$0 

Additional staff  
included above 

Plain language notices written so that they are clear and easy to 
understand by all 

$0 

Develop new protocol to require an early community information meeting 
for applications to amend the Official Plan and/or Zoning By-law, new 
plans of subdivision, and site plans requiring a public participation meeting 
within and directly adjacent to established neighbourhoods 

To be absorbed in 
existing budget 

Staff Costs to facilitate Community Information Meeting To be absorbed in 
existing budget 

Increased mailing costs to circulate the Notice of Community Information 
Meeting 

$3,500 

Child minding for Community Information Meetings will be coordinated 
with Neighbourhood, Children and Fire Services 

To be absorbed in 
existing budget 

 
The following appendices provide more information on each of these initiatives, including such 
things as: 

 Best practices from other cities 

 Cost evaluations 

 Various options 

 Preliminary recommendations  
 
It is our intent to table this report with Council so that it can be circulated to various stakeholders 
and those who are interested from the general public to provide their input.  Internal research 
and consideration of cost implications will also continue. 
 

 

PREPARED BY: REVIEWED BY: 

 
 
 
 
 

 

MICHAEL TOMAZINCIC, MCIP, RPP 
MANAGER, CURRENT PLANNING 

TERRY GRAWEY, MCIP, RPP 
MANAGER, DEVELOPMENT SERVICES & 
PLANNING LIAISON 

RECOMMENDED BY: 

 
 
 
 
 

JOHN M. FLEMING, MCIP, RPP 
MANAGING DIRECTOR, PLANNING AND CITY PLANNER 

 
 
13 March 2015 
MT /mt  
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1. Plain Language for Planning Committee Reports 

 

Introduction 
 
As mentioned in the Background section (above) one of the objectives of The Draft London Plan 
is to create an Official Plan that was written in plain-language, easy to understand, interesting, 
and inclusive of informative illustrations.  If the City’s long-term vision is to be implemented 
through the collective outcomes of individual planning applications, and summarized in Staff 
reports, the Staff reports must be easy-to-understand to complement the plain-language style of 
The Draft London Plan in an effort to clearly present the proposal and recommendation to 
Council.   
 

The City’s Current Standards/Practice 
 

The current standard report templates begin with the Staff recommendation, followed by 

sections related to:  Previous Reports; Purpose and Effect; Rationale; Location Map; 

Background; Official Plan Excerpt Map, Zoning By-law Excerpt Map; Planning History; and, 

Significant Department/Agency Comment before finally reaching the Analysis. 

 

The Analysis section attempts to identify all of the land use planning policies that may apply to a 

particular application and evaluates whether the proposed amendment is consistent with the 

policies of:  the Provincial Policy Statement (2014); the Official Plan, Guidelines documents, 

Zoning By-law and occasionally other legislation and by-laws, where applicable. 

 

This type of report structure is very technical in nature and is often written as though it will be 

submitted as evidence in an Ontario Municipal Board hearing rather than for ease of 

comprehension to the average reader.  For non-planners, these reports lack a cohesive flow, 

are often repetitive, and often contain acronyms and jargon. 

 

Evaluating Potential Changes to Plain Languages in Planning Committee Reports 
 
Planning Committee reports from other municipalities in Ontario were reviewed in preparation of 
this report.  Many municipalities have report structures that include a recommendation, brief 
background, and a plain language executive summary that provides a description of the site 
context and a concise overview of the recommendation. 
 
These report structures then include all of the mapping, agency comments, detailed analysis 
and other supporting documentation as appendices to the report. 
 
Constraints/Requirements for improving plain language for Planning Committee Reports 
 

The challenge is to find a balance between writing in plain language while maintaining a 

minimum level of professionalism.  Recognizing that Planning Committee reports may be 

submitted as evidence at an Ontario Municipal Board hearing, they must be able to withstand 

the scrutiny of cross examination. 

 

Plain language reports may also continue to require jargon to identify technical terms and 

processes and acronyms on occasions where utilizing the long-form continuously becomes 

cumbersome. 

 
Recommendations 
 

It is recommended that all Planning Committee reports are prefaced with a brief plain language 
summary that clearly explains the information, intention and recommendations contained in the 
report.  Ideally the language used would be reflective of the language used in the public 
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notification and signage (see Plain Language in Planning Notices and Improvements to Land 
Use Change Signage sections below). 
 
The purpose of a plain-language approach in written communication is to convey information 
easily and clearly.  By choosing straightforward vocabulary and sentence structures and by 
organizing and presenting material clearly and logically, we ensure that our messages will be 
clearly understood. 
 
Plain language improves community engagement and makes the intentions and decisions of the 
City more open, transparent and accessible.  The benefits include: 
 
 Plain language gets our message across in the shortest time possible 

 More people are able to understand the message 

 There is less chance that our document will be misunderstood 

 And if our document gives instructions, readers are more likely to understand them and 

follow them correctly 

 
Plain language is as important for electronic and web communication as it is for print. 
 
The Ontario Government and the Government of Canada both call for plain language to be used 
in communications with the public, noting: 
 

The obligation to inform the public includes the obligation to communicate effectively. 
Information about government policies, programs and services should be clear, objective 
and simple, and presented in a manner that is readily understandable. Messages should 
convey information relevant to public needs, use plain language and be expressed in a 
clear and consistent style. 

 
It is recommended that the report templates be modified to include a plain language summary 
as the body of the report and include all the supporting documentation and accompanying 
information to the appendices. 
 
It is recommended that the appendices include a detailed analysis of the Planning 
recommendation that will supplement the information provided in the plain language summary.  
This analysis should include the following information: 

 Introduction to the site context including natural heritage, built heritage, infrastructure, 
sensitive uses, and other relevant site constraints or benefits; 

 Evaluation of the recommended “use” against the policies of the Provincial Policy Statement 
(2014), the Official Plan, Guideline documents, Zoning By-law and any other relevant policy 
or legislation followed by public concerns and other outstanding issues related to the 
recommended “use”; 

 Evaluation of the recommended “intensity” against the policies of the Provincial Policy 
Statement (2014), the Official Plan, Guideline documents, Zoning By-law and any other 
relevant policy or legislation followed by public concerns and other outstanding issues 
related to the recommended “intensity”; 

 Evaluation of the recommended “form” against the policies of the Provincial Policy 
Statement (2014), the Official Plan, Guideline documents, Zoning By-law and any other 
relevant policy or legislation followed by public concerns and other outstanding issues 
related to the recommended “form”. 

 
By organizing the report into an evaluation of the appropriateness of the “use”, “intensity”, “form” 
and “issues”, clearly organizes the justification used to recommend support or refusal of the 
application, it eliminates the repetition of policy analysis that is currently contained in the body of 
our reports, and allows the reader to understand the evaluation of the issues. 
 
It is recommended that the revised report template be further reviewed by the City Clerks Office 
and Legal Services as well as for compliance with AODA requirements. 
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2. Introduction to Public Notification by Mail 
 
Planning Act Public Notice Requirements 
 
Ontario Regulations prescribe two methods by which public notification must be fulfilled:  The 
first requirement is that notice shall be given by: 
 

“…ordinary mail, to every owner of land within 120 metres of the subject 
land…and by posting a notice, clearly visible and legible from a public highway or 
other place to which the public has access…” [O.Reg. 545/06., s. 5(4)] 

 
The second requirement is that: 
 

 “notice shall be given by publishing a notice in a newspaper that…is of 
sufficiently general circulation in the area to which the proposed by-law would 
apply that it would give the public reasonable notice of the public meeting…”  
[O. Reg. 545/06, s. 5(7)] 

 
These represent the minimum provincial standards.  And it should be noted that only one of 
these two methods is required to be met.  Notwithstanding, the City’s current practice is to fulfill 
both of the minimum standards thereby going beyond the Planning Act requirements. 
 
The Planning Act also requires that prior to passing a by-law to amend the Official Plan and/or 
Zoning By-law, Municipal Council shall ensure that “…at least one public meeting is held for the 
purpose of giving the public an opportunity to make representations in respect of the proposed 
by-law…”  The above represent the minimum provincial requirements for public engagement. 
 
The Planning Act also enables municipalities to adopt an “alternative procedure” with regard to 
public notification for amendments to the Zoning By-law and Official Plan.  Where such 
“alternative procedures” are outlined in a municipality’s Official Plan, the Planning Act permits 
the municipality to implement its alternative measures for “…informing and securing the views of 
the public…” 
 
City of London Official Plan Notice Requirements (i.e. Alternative Procedures) 
 
The City of London Official Plan includes alternative procedures that closely mirror the Planning 
Act requirements.  These include the requirement for: 
 

 Publication in a local newspaper that, in the opinion of the General Manager of Planning 
and Development is of sufficiently general circulation in the area adjoining the subject 
land that it would give the public reasonable notice of the application; and/or 

 

 Prepaid first class mail or personal service delivery 
 
The alternative procedures also require the City of London to provide public notification and 
public liaison notices, to the best of the City’s ability, to the following individuals: 

 
 Every owner of land within the affected site and/or area to which the proposal applies, as 

shown on the last revised assessment roll 

 Every owner of land within 120 metres (400 feet) of the area to which the proposal 
applies, as shown on the last revised assessment roll; and, 

 Every person and agency that has given the City Clerk a written request for such notice. 
 
Staff from the City of London are required to follow these procedures when notifying the public 
of an application to amend the Official Plan and/or Zoning By-law. 
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2.(a) Expansion of the 120-metre radius for notification by Mail 
 
Introduction 
As indicated above, one of two Official Plan requirements for public notification in response to a 
request for a land use change is to provide notice by “…prepaid first class mail, to every owner 
of land within 120 metres of the area to which the proposal applies…”  The below analysis 
outlines the City’s current Official Plan requirements and evaluates the effects of an expansion 
to the 120 metres radius. 
 
The City’s Current Standards/Practice 
 
Consistent with the above Official Plan requirements for public notification, the City of London 
circulates written notification by mail to every owner of land within a 120 metre radius of the 
subject site in tandem with the placement of a “Possible Land Use Change” sign in a visible 
location on the subject site for applications requesting an amendment to the Official Plan and/or 
Zoning By-law. 
 
The written notification contains: 

 an explanation of the purpose and effect of the requested amendment 

 a description of the subject site including a map 

 how and where to obtain additional information 

 information outlining how to become eligible for appeal to the Ontario Municipal Board 
 
Evaluating Potential Changes to Current City Standards/Practices 
 
London is not the only municipality to notify property owners of potential amendment to the 
Zoning By-law and/or the Official Plan by implementing the 120-metre radius identified by the 
Planning Act. Other municipalities applying a similar standard include, but are not limited to, 
Toronto, Ottawa, Kitchener, Richmond Hill, Sarnia, Windsor, Oshawa, Vaughan, Brampton, 
Whitby, and Chatham-Kent. 
 
Public Notification that is circulated by mail tends to be a tangible and effective way to inform 
the public of pending amendments to the Zoning By-law and/or Official Plan since they are 
delivered directly to the property owner.  Notwithstanding, this method of notification commonly 
elicits resentment by some.  
 
Given that there is a fixed distance beyond which dwellings do not directly receive notification by 
mail, there is a perception of selectivity created when some neighbouring dwellings are directly 
notified and others are not.  Those dwellings that were not included in the circulation area often 
express the sentiment “we were not notified of these amendments”.  
 
Regardless of the size of the circulation radius, there will always be an inherent border beyond 
which households will not be notified.  Therefore, a simple increase in the circulation radius may 
not resolve this public concern.  It may simply shift the resentment to a location further from the 
subject site. 
 
Constraints/requirements for overcoming expansion to the 120 metre radius 
 
An expansion to the notification radius could be deemed to be cost-prohibitive in the short- and 
long-term.  An expanded notification radius of any magnitude will result in increased costs for 
postage fees and incidental expenses related to production.  Even a modest increase in the 
radius from 120 - 150 metres (or 25 percent), would result in an increase in cost of 
approximately 31 to 36 percent (see Figure 1 and Table 1 below) depending on the lot fabric. 
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Figure 1 – This illustration demonstrates how an increase in the circulation area results in an exponential increase in number of 

parcels delivered with an increase in the circulation area 
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Radius 
Area 

Distance (m) 
% Increase 
in Distance 

# of Parcels 
Increase in 

Parcels from 
Base (%) 

Marginal 
Parcel/m 

1 120 - 7,464 - 0.6220 

2 150 25% 10,161 36% 0.8990 

3 175 17% 12,708 70% 1.0188 

4 200 14% 15,363 106% 1.0620 

5 250 25% 21,188 184% 1.1650 
Table 1: Marginal Parcels Analysis 

 
Planning Services Staff undertook an analysis to determine what would be the actual costs 
incurred if the current 120-metre radius was expanded by selecting 100 random parcels using 
typical applications within typical neighbourhoods.  The results of the analysis are presented in 
Table 1 (above) and Table 2 (below): 
 
The above table illustrates that the increase in the number of parcels is disproportionately more 
than the increase in the circulation radius resulting in an exponential increase in cost.  
 

   Estimated Increase in Costs 

Distance (m) 
Total number of 
typical Parcels 

Delivered 

Avg. # of 
parcels per 
delivered 

 Increased 
Cost Per 

Circulation 

Increased Cost 
Per Application* 

Total 
Increased cost 

Per Annum 

120 7,464 74.64 - - - 

150 10,161 101.61 $57.99 $115.98 $8,100.00 

175 12,708 127.08 $112.75 $225.50 $15,800.00 

200 15,363 153.63 $169.83 $339.66 $23,800.00 

250 21,188 211.88 $295.07 $590.14 $41,300.00 
Table 2: Increase in Cost Analysis 
 
* Applications consist of two separate notices (Notice of Application and Notice of Public Meeting) 
 
It should be noted that no exact cost figure per notice could be obtained. However, assuming a 
baseline cost of $2.15 per notification for paper, postage, and employee time, cost increases 
can escalate rapidly.  For example, an approximate doubling the notification radius (from 120 to 
250 metres) effectively triples the number of affected parcels, which consequently, triples the 
annual mail notification costs.  In actual costs, this would represent an estimated annual 
increase of $41,300 based on an annual average of 70 requests to amend the Official Plan 
and/or Zoning By-law between Planning Services and Development Services.  If the costs are to 
be absorbed in the Planning application fees, it would result in a fee increase of approximately 
$600 per application. 
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However, there may be an opportunity to expand the notification radius on an ad-hoc basis at 
the discretion of the General Manager, Planning and City Planner (“City Planner”) or the 
General Manager, Development & Compliance & Chief Building Official (“Chief Building 
Official”) in situations where the circulation radius of a particular application exhibits one or more 
of the following characteristics: 

 a parcel of land subject to a planning application is surrounded by few large parcels that 
effectively comprise the entire circulation area (i.e. Institutional, Open Space, Industrial, 
Agricultural) 

 the majority of the community is located just beyond the 120 metre circulation distance 

 the 120 metre radius captures just a small number of properties that would receive notice 

 only a small number of parcels within a neighbourhood have not received notice and 
expanding the notification would complete the neighbourhood circulation 

 to address any other unreasonable irregularities that occur due to the use of a 120-metre 
circulation radius 

 
It should be noted that in circumstances where the City Planner or Chief Building Official 
exercise their discretion to expand the 120-metre radius that the use of this discretion will not 
result in: 

 an excessively large circulation area 

 an excessively large number of properties being notified creating undue cost implications 

 notification to properties that are not reasonably associated with the subject property. 
 
Recommendation 
 
Based on the above analysis, and understanding that an increase in the circulation area may 
not resolves public concerns regarding the perception of being excluded from notification, and 
also understanding the likely increase in costs, it is recommended that there be no expansion to 
the existing standard of 120-metre radius from the subject site. 
 
However, it is recommended that the notification radius be expanded at the discretion of the City 
Planner or Chief Building Official in extraordinary circumstances when the standard 120-metre 
radius exhibits certain characteristics.  This may require an amendment to section 19.12 of the 
Official Plan which outlines the City’s notification requirements.  Additionally, amendments may 
be required to certain delegation by-laws which delegate to the City Planner or Chief Building 
Official the ability to expand the minimum 120-metre notification radius. 
 
It is noteworthy that the receipt of a letter delivered directly to a dwelling is often perceived to be 
an effective means of notification when compared to the City’s other methods.  The sentiment 
from those dwellings that were not included in the circulation area is that they were not notified 
of these amendments.  This is often because the other methods of notification (i.e. sign posted 
on subject property and Londoner publication) have gone unnoticed.  Therefore, while it is 
recommended that the expansion to the radius for mail circulation be unchanged (except in 
certain discretionary situations), improvements to other methods of notification should be 
considered to increase the effectiveness of notification reaching residents.  
 
 



                                                                Agenda Item #      Page #  
 

 

 

 

 
File: 15 PRO p 

Planner:  M.Tomazincic 
 

 APPENDIX “3” – EXPANDING NOTIFICATION REQUIREMENTS TO INCLUDE TENANTS 

 

13 
 

2.(b) Expanding the Mail notification to Include Tenants 
 
The City’s Current Standards/Practice 
 
The City of London does not currently mail notifications to tenants of properties in response to 
applications for land use change.  Consistent with the Official Plan requirements, notice is given 
by “…prepaid first class mail…to every owner of land within 120 metres (400 feet) of the area 
to which the proposal applies, as shown on the last revised assessment roll” [Emphasis added].  
If the property is not owner-occupied or if it contains multiple units, the property owner has the 
option of disseminating the information to their tenants upon receipt of the public notice. 
 
Evaluating Potential Changes to Current City Standards/Practices 
 
The above Official Plan requirement to notify owners of land is consistent with the minimum 
requirements of the Planning Act.  The Ontario Regulations similarly define “owner of land” by 
specifying that, “For the purposes of [notification by ordinary mail], the owner of land is deemed 
to be the person shown on the last revised assessment roll of the municipality or on the current 
provincial land tax roll at the address shown on the roll…” 
 
On May 20, 2014, Municipal Council resolved, “That, the Civic Administration BE REQUESTED 
to report back at a future meeting of the Planning and Environment Committee with respect to 
providing tenants and area residents with notice of any proposed development and/or 
redevelopment, including but not limited to, reviewing what other municipalities are doing, 
placing signs on the property and requesting that owners post notices on bulletin boards…” 
 
A survey of Ontario municipalities indicates that the minimum standard required by the Planning 
Act is typically utilized, which is the 120-metre notification radius and notifications to registered 
property owners only. The onus falls on owners of rental properties to notify their respective 
tenants of any application or public meeting that might affect them. 
 
The City Council Policy Manual, Chapter 7 (Engineering Services) includes a Public Notification 
Policy for Construction Projects.  This policy specifies that the standard notification for various 
public construction projects shall be provided by, “…written notification…to the affected property 
owners.  Multiple copies of the same notice will be delivered to the landlord/superintendent of 
multi-unit dwellings to enable them to notify their tenants” [Emphasis added]. 
 
While it has been suggested that similar policies should be adopted for Planning Services, it 
should be noted that the “affected property owners” differ between Engineering projects and 
Planning applications.  For Engineering projects, “affected property owners” are owners of land 
within a 30m radius of the project whereas for planning applications “affected property owners” 
are property owners within a 120 metre radius of the subject site. 
 
Constraints/requirements for overcoming expansion for mail notification to tenants 
 
The major constraint to expanding the mail notification to include tenants is the actual ability to 
obtain the names and address of tenants.  Consistent with provincial regulations and Official 
Plan policy, the City of London uses ownership information obtained from MPAC to determine 
the names and addresses of property owners.  There is no reliable source of information to 
obtain the names and addresses of tenants. 
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If the Official Plan policies were amended to require that tenants residing within 120-metres of 
the affected property also receive notification by prepaid first class mail, this would become the 
new statutory requirement for the City of London.  Given the lack of reliable information for 
tenant residency, there is a high likelihood that many tenants living within the circulation area 
would not receive the notification, resulting in non-compliance with the requirements.  This could 
result in appeals to the Ontario Municipal Board on the basis of failure to comply with the 
statutory requirements. 
 
It should also be recognized that there are additional cost implications that are inherent when 
the number of parcels is increased.  Similar to the previous example related to expanding the 
notification radius, there are additional costs incurred related to postage and other incidentals.  
In a situation where a notification catchment includes rental dwellings, there will be an increase 
in the number of notices required to satisfy the new requirements. 
 
In order to quantify the potential cost increases, an analysis was undertaken to determine the 
number of additional notices required if rental dwellings are included within a circulation area.  
One hundred properties throughout the City were randomly chosen and a 120-metre circulation 
area was applied.  The analysis anticipates a 43% increase in the total number of dwellings to 
be notified per application resulting in a total annual increase in cost of $9,700 assuming a 
baseline cost of $2.15 per notice. 
 
Additionally, as indicated above, given that there is not a database with names of tenants 
available, any notification mailed to tenants of rental buildings would be addressed to 
“Occupant” rather than a personalized label.  There is a concern that the lack of personalized 
labels may reduce the effectiveness of the notices. 
 
However, in situations where Staff are aware of rental dwellings located within the circulation 
radius, efforts may be made to request that the owner of the property notify their tenant and/or 
post the notice in prominent location(s) within the building such as in common areas, front 
lobby, laundry area, and mail room.  This is consistent with the City Council Policy Manual 
policies relating to Public Notification Policy for Construction Projects. 
 
Recommendation 
 
It is recommended that the existing Planning Act and Official Plan requirements which stipulate 
that “…every owner of land within 120 metres of the area to which the proposal applies [receive 
notification]…” [emphasis added] continue to apply as the standard.  This is largely due to the 
lack of reliable data for tenant occupancy, thereby increasing the potential for appeals to the 
Ontario Municipal Board due to lack of notification, should the standards be changed to require 
tenant notification. 
 
While it is recommended that the mail notification not be expanded to include tenants, 
improvements to other methods of notification, such as signage, should be considered to 
increase the number of notified residents. 
 
Given the cost implications and concern regarding the effectiveness of “Occupant” letters, it is 
recommended that tenant notification continue to be the responsibility of the property owner or 
landlords. Tenants of affected buildings may contact the City or access the website for any 
additional information. 
 
It is also recommended that property owners and landlords be requested to post the notices in 
prominent locations within the rental buildings to notify tenants of the potential for a land use 
change in proximity to the subject site. 
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3. Improvements to signage to include more information 
 
Introduction 
 
As previously indicted, one of two provincial requirements for public notification in response to a 
request for a land use change is to provide notice by “…ordinary mail, to every owner of land 
within 120 metres of the subject land… and by posting a notice, clearly visible and legible from a 
public highway or other place to which the public has access…”  While the above analysis 
focused on the notification by mail, the below analysis outlines the City’s current standards for 
signage and evaluates the potential for improvements. 
 
The City’s Current Standards/Practice 
 
The City of London posts a sign on lands in a location that is clearly visible and legible form a 
public highway for all site-specific applications requesting an amendment to the Official Plan 
and/or Zoning By-law.  This is undertaken in tandem with the requirement for circulating written 
notification by mail to all property owners within a 120 metre radius.  Signs are not posted on 
lands that are the subject of a request for a Minor Variance, Consent (Severance), or Site Plan 
Approval. 
 
The signs used by the City to notify the public of applications to amend the Official Plan and/or 
Zoning By-law are generic and provide minimal information about the proposed land use 
changes.  They are effectively intended to call attention to the fact that an application has been 
submitted and direct interested parties to call City Staff for further information (see figure 2). 
 
The benefits of the existing signage are that they may be reused numerous times and may be 
applied to a wide range of applications.  However, the disadvantage is that they do not convey 
any specific information about the proposed land use change andt heir direction to the City of 
London website is very generic. 
 

 
 
Figure 2 – Existing City of London sign to notify public of a potential land use change  
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Figure 3 – Signage used by various other municipalities to notify public of a potential land use change  
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Evaluating Potential Changes to Current City Standards/Practices 
 
As part of the review of potential changes to the current City practices, a review of other 
municipal practices was undertaken.  This review revealed a wide range of standards between 
municipalities (see figure 3).  For example: 

 the City of North Bay uses pre-printed signs with blank spaces where the pertinent 
information is hand-written; 

 the City of Kitchener employs a similar standard to that of London whereby a text-only sign 
is used to notify that an application for a land use change has been submitted and directs 
readers to call the planning office for more information; 

 New York City uses colour-coded, text-only signs but written colloquially with phrases such 
as “What’s going on here”; 

 The City of Toronto uses a mix of plain language text to provide information about the 
proposed use, intensity, and form and a black-and-while picture to illustrate the site layout; 

 The City of Burlington uses a similar sign format as Toronto while also incorporating QR 
Codes allowing users to access the relevant information directly on their smartphone or 
tablet; 

 The City of Ottawa uses large, bilingual, coloured signs with a brief project description and 
an illustration of the proposed development. 

 
Constraints/requirements for overcoming impediments to improvements to signage 
 
It is important to note that there will be cost implications as a result of implementing the 
aforementioned changes to the signage standards.   
 

 Manufacturing Cost Placement Cost Notes 

Current Signage $49 $70 

Manufacturing costs 
can be spread over 
many applications 

since signs are 
reusable 

Proposed Signage $150-300 $200 

In the event of a 
change to a 
development 

proposal, a sticker 
may be applied over 
portions of the sign in 
temperatures above 

freezing 
Table 3 – Summary of the cost implications between the current standard signage and an option for a new aluminum panel signage 

 
The reason for the wide ranging cost of signage under the proposed standards is due to the 
number of options for consideration.  The cost of a basic corrugated plastic (“coroplast”) sign, 
that is similar in material to the current signage, would be approximately $150 and the cost of a 
basic aluminum panel (“alupanel”) sign would be approximately $175.  The cost of installation is 
also anticipated to increase given the additional amount of time required to support and install a 
larger sign.  The type of signage used would affect the cost of installation hardware which could 
cost approximately $50 per sign.  Another option to consider is the use of a double-sided sign 
which would add approximately $75 to the cost of printing.  The total cost of signage per 
application is anticipated to increase by approximately $375.  Annually, this will result in a cost 
of approximately $26,250 based on 70 applications requesting amendments to the Official Plan 
and/or Zoning By-law annually between Planning Services and Development Services which is 
currently not accounted for in the current application fees.  These and other options could be 
explored as part of a Request for Proposals from sign manufacturers, including cost 
competitiveness. 
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Another cost consideration is the Staff cost to create the sign template and populate the sign 
information with each application.  Although the former will be a one-time Staff cost to work with 
the sign manufacturer to develop the sign template (i.e. signage layout, colour coordination) and 
develop the process required to communicate the information from City Staff to the sign 
manufacturer, the latter will introduce ongoing Staff costs to create individual signs for each 
application.  These are in addition to the cost of the signs described above.  The current pre-
manufactured signs do not require any additional Staff input whereas the proposed new sign 
standards would require that each sign be populated with unique text and illustrations specific to 
that development proposal.  Staff time would also be required to update the signage if the 
application is amended part way through the processing period.  This additional Staff cost is 
also not currently budgeted. 
 
The new signs could also consist of a unique QR code that would require the creation of an 
individual web page with additional information about the application (see Improving web 
presence and Electronic Communication section below).  The creation of this webpage and the 
management of content would have to be managed by municipal Staff to ensure that the 
information is relevant and current.  These Staff costs are also not accounted for in the current 
budget. 
 
Recommendations 
 
Using elements of the best practices from other cities, new technologies, and AODA 
requirements, it is recommended that new signage be pursued by Staff and implemented in a 
phased-in approach be implemented for new planning applications.  It is not recommended that 
signage related to existing applications be retroactively changed to reflect new standards. 
 
The elements to be included in the proposed new signage include: 

 Durable material such as corrugated plastic (coroplast) or lightweight metal (alupanel) to 
provide resiliency to weather and vandalism  

 Large size (2.7m x 1.83m) to facilitate highly visible signs and adequate space for 
information 

 Coloured images and fonts that are compliant with AODA requirements to capture attention, 
provide development details, and promote the City’s brand 

 Plain language text which succinctly informs readers about the development proposal and 
provides, names, phone numbers and email addresses where additional information can be 
obtained 

 Use of QR codes which will direct users to a web page containing additional information 
about the proposal which is used in conjunction with the new CityMap 

 
It is recommended that Staff initiate a Request for Proposals (“RFP”) process to determine the 
cost of incorporating the above features into new signage, the cost/benefits of using plastic or 
aluminum signs, and the cost of hardware/installation, for each of the different sign materials. 
 
It is recommended that the outcome of the above RFP process be incorporated into future 
budgets and annual reviews of application fees. 
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4. Improving web presence and better coordination with CityMap 
 
Introduction 
 
The aforementioned improvements to signage represent a significant upgrade to how 
information is displayed and conveyed to those who have the ability to pause and read the 
messages displayed on the signs.  The use of QR codes will also allow for instant access to 
additional reports and studies for smartphone and tablet users.  And for those passersby who 
do not have the ability to pause and absorb the information (such as transit users and 
motorists), the improved signage will still be useful in alerting them of a requested land use 
change.  However, in order to provide an integrated network of information, the City’s web 
presence will need to ensure that all the relevant information is available since it will likely be the 
medium that passersby will utilize next to learn more about a proposal.  The effectiveness of this 
web presence will also be aided with an easy-to—use web address. 
 
Currently the City’s website does not consolidate all the information in one location and a 
number of reports and studies associated with the application, including those that were 
prepared by the applicant, are not available on-line.  An improved web presence could: 

 consolidate all the relevant information onto individual web pages for each application; 

 be linked with CityMap, will be mobile friendly; and, 

 include the use of new electronic notification and social media applications. 
 
The City’s Current Standards/Practice 
 
Planning applications are currently accessed through the City’s online mapping function 
CityMap, which acts as one of the many disconnected sources of information.  All parcels that 
are subject to applications for requested land use changes are highlighted to notify neighbours 
of potential changes in their neighbourhoods and to allow for easy identification of parcels to 
those passersby who may have seen a sign posted on a property but were not able to note the 
address (see Figure 4).  However, CityMap only provides partial information related to an 
application. 
 

 
Figure 4 – Image of existing CityMap interface accessed through the City of London website highlighting the parcels which are 

subject to a planning application 
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By “clicking” on the subject parcel, the user is provided with the application file number, the 
address, the applicant’s name, the Planning Division general phone number and a link to search 
for associated files pertaining to that address.  The associated files typically consist of a 
scanned copy of the Notice of Application, which is the same document that was mailed to all 
property owners within 120-meters of the site.  In other words, there is minimal additional 
information that may be accessed by the CityMap. 
 
Notices of Applications, Public Meetings, and Open Houses are located on a different web 
page.  This page provides a link for each week’s notices that were published in the Londoner.  
To access information for a specific address or application requires users to know the date that 
notice was published.  This is not an intuitive search criterion since the date of publication is 
often unknown or of limited importance to a neighbour. 
 
Committee reports prepared by Staff are also located in a separate area accessed via the 
Council and Committee Meetings section of the website with the user required to know the date 
and which Standing Committee of Council a given report was presented in order to access the 
report.  This system is not linked to the Planning or Development Services area of the website 
which is used to access information related to the application process. 
 
Evaluating Potential Changes to Current City Standards/Practices 
 
Functionally, the greatest improvements can be made by developing a system where all 
elements related to an individual file are located on a single webpage. This would entail the 
creation of a single dedicated page for each application where the relevant information is 
consolidated and accessible.  These web pages would themselves need to be easily 
searchable, intuitively located, linked to CityMap, and associated with a QR code. 
 
The City of Guelph presents an excellent example of a website designed to address the 
improvements required to make the website portion of the application experience accessible 
and efficient for its users. 
 
The web page shown in Figure 5 encompasses a number of features which serve as an 
excellent template for a future City of London website experience.  The web page in Figure 5 
below is related to an application for a zoning by-law amendment immediately adjacent to a 
former landfill site in Guelph’s east end. 
 
This web page (illustrated in Figutre 5) is dedicated solely to one application and all the 
pertinent information is consolidated and available for viewing and offers the following features: 
 
1. The site address and file number are clearly indicated.  This allows for users to have an 

immediate assurance they are dealing with the relevant application.  This web page is 
accessed via a frequently updated and edited list of all active applications.  This feature is 
convenient for users who are not accessing the web page through the CityMap function.  In 
order for this to function as efficiently as possible it is important that all notices and signage 
direct interested parties to this page by clearly posting the web address (an easy-to-
remember URL) and QR code. 
 

2. A concise plain language description of the nature of the application.  This should be 
developed in conjunction with any notice included in the Londoner, signage, and Notice sent 
by mail to reduce confusion. 
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Figure 5 - Illustrating a webpage from the City of Guelph dedicated to a specific zoning application where information related to 
the application is consolidated 

 
3. All list of all municipally-produced documents related to the file such as the Public Notices 

and the Report to Council.  This is distinguished separately from the documents provided by 
the applicant. 
 

4. Associated Reports provided by the applicant in support of their application containing 
information that is relevant to the public’s review of the application.  The availability of 
reports and studies on-line enhances transparency and ensures that the public and other 
stakeholders may have access to all the relevant information earlier in the planning process 
so that they may be more informed as to what land use changes can be expected if a 
planning application is successful. 

 

① 

④

⑤

②

③

⑥ 
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5. A date stamp on files indicates when the application was opened.  This also indicates to 
users whether the documents are current.  This becomes more important when subsequent 
studies are undertaken or when policies/legislation have changed since the submission of 
the application. 

 
6. An indication of where to find additional information.  In this case Guelph has chosen to 

provide the file planner’s email address.  A direct phone number and office address where 
the file may be viewed in person may also be considered for inclusion. 

 
It is important to note that this website is AODA compliant.  The text is clear with high contrast 
for those with limited sight.  The text is organized in orderly lists for screen readers. The 
document also functions without the mouse, by tabbing through elements for those with motor 
impairment issues around mouse use.  AODA compliance will be necessary for any web page 
devoted to planning applications for the purposes of promoting public engagement. 
 
Constraints/Requirements for improving web presence and better coordination with CityMap 
 
Staff training, Staff time allocation, and launch timing represent the largest issues.  Presently, 
there are a limited number of authorized web authors with access to make changes to the web 
site.  While this recommended change will exponentially increase the number of files to be 
added to the City’s website, no proportionate increase in the number of web authors is proposed 
creating staffing constraints.  All web authors, both existing and newly added, will require 
training with regard to creating new web pages, creating QR codes associated with the new web 
pages, and adding files to the new webpages.  In order to effectively engage the public through 
real-time web presence, dedicated Engagement Support Staff resources will have to be added.  
There is currently no budget allocated to fund dedicated Engagement Support Staff resource 
positions. 
 
To implement the recommended improved web presence and better coordination with CityMap, 
new tasks include: 

 Create a web page for every new application 

 Create and link a new QR code for each new web page 

 Create the web page template and populate web page with information about the applicant, 
a summary of the requested changes, planner’s name and contact information  

 Scan all reports, studies, notices immediately as they come in to create a live web page 

 Continually update all web pages to maintain a live internet presence including the scanning 
of any subsequent reports, posting new and revised public notices, times and dates and 
locations of all upcoming Community Information Meetings 

 Update status of the application (i.e. current, on-hold, appealed, closed) 

 Post Staff report and Council resolution 

 Retire the website after sufficient time 

 Develop and maintain databases of contact information for those r to remain informed of 
specific planning applications and the preferred means of electronic communication 

 Prepare/amend the new signage (see Improvements to Land Use Change Signage section 
above) 

 Organize the Community Information meetings (see New Community Engagement Protocols 
section below). 

 
The success of this initiative and the level of service provided to the public are heavily 
dependent on dedicating resources to maintain the web sites in real-time and provide electronic 
communication.  Without dedicated resources allocated to this position, the proposed new 
procedure would require that existing Staff devote a portion of their time to creating and 
maintaining the web pages.  This would likely restrict the timeliness of web updates given the 
limited number of web authors and the anticipated increase in the number of documents that are 
to be uploaded to the website and maintained on an on-going basis. 
 
Whereas the current practice of uploading public notices to the website does not constitute a 
high volume of documentation and requires no continual monitoring once uploaded, the 
proposed new procedure to upload all the submitted reports and studies, maintain the webpage 
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to inform stakeholders of upcoming meetings, report addendums/updates, and posting revisions 
to the development proposal will require continuous monitoring and updating requiring the 
allocation of resources to this initiative. 
 
In terms of the timing of the launch of this proposed new procedure, the City’s Information 
Technology Services are currently in the process modifying the CityMap function.  The existing 
CityMap is based on older software that will no longer be supported by the product 
manufacturer.  Therefore, CityMap will be revamped using recent software with a user interface 
that is more intuitive with current map websites, such as Google Maps, where users can zoom 
in/out using the mouse scroll wheel and move the map by panning in various directions.  Given 
that the existing CityMap will be phased out, the proposal to link planning applications to 
CityMap could be implemented after the launch of the revamped CityMap (see figure 6). 
 

 
 

Figure 6 – Image of updated CityMap interface accessed through the City of London website which replace the current CityMap 
seen in Figure 4 

 
Recommendation 
 
It is recommended that the City’s web presence and internal process be improved by creating 
individual web pages for every application requesting an amendment to the Official Plan and/or 
Zoning By-law, providing a single point of information and allowing for increased transparency 
and efficiency. 
 
Uploading all of the reports and studies submitted with the Official Plan and/or Zoning By-law 
amendment application to the individual web page enables the public to consider the possible 
change in land use and reflect on the development proposal for a given site comprehensively 
since all the information will be easily accessible.  Individual web pages for each Official Plan 
and/or Zoning By-law amendment application will facilitate a single consolidated source of 
information where interested stakeholders can keep up-to-date on reports and studies and 
dates of public meetings. 
 
Improving the City’s web presence will also facilitate a seamless network of communication by 
integrating the City’s website with the proposed improvements to signage and the revamped 
CityMap. 
 
It is also recommended that the QR codes, proposed to be included on the improved signage 
(see Improvements to Land Use Change Signage section above), be linked to the individual 
web page related to that application. 
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As part of an enhanced web presence, it is also recommended that Planning Services and 
Development Services begin utilizing social media and other electronic engagement for 
providing information to the public including: 

 Email, whereby a database is created for each application and interested members of the 
public can request that they be informed of new information and amendments for specific 
applications by email 

 The creation of a planning application “app” for smartphone and tablet users allowing the 
public to interact with the City’s improved web presence 

 Twitter dedicated to planning applications 

 Facebook page dedicated to planning applications 

 RSS feeds 
 
The intent of introducing these new forms of electronic and social media is to allow the public to 
submit requests to be notified and identify their preferred means of communications.  This will 
enable City Staff to send information in real time through various preferred media when new 
material is submitted or applications are amended, and expand the network of communication 
further. 
 
In order effectively implement this improved web presence, it is recommended that dedicated 
Engagement Support Staff be hired who can focus on ensuring that the website is populated 
with all the relevant information, keep the website current with new and amended information, 
and ensure that new applications and updates to existing applications are made in a timely 
fashion.  The role of this new Engagement Support Staff resource would also include 
developing and maintaining databases of contact information for those requesting to remain 
informed of specific planning applications and their preferred means of electronic 
communication, notifying the public of new information and amendments to existing applications 
through electronic and social media in real time, and maintain the Twitter and Facebook pages 
dedicated to planning applications.   The dedicated Staff resource can also develop the QR 
codes and prepare/amend the new signage (see Improvements to Land Use Change Signage 
section above) and help to organize and facilitate the Community Information Meetings 
proposed for certain planning applications (see New Community Engagement Protocols section 
below). 
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5. Plain Language for Public Notices 
 
Introduction 
 
As previously indicated, the City of London sends notices of application and public meeting in 
accordance with the requirements of the Official Plan.  The Official Plan outlines standards for 
the various planning applications indicating to whom notices must be sent, the manner in which 
notices will be circulated, and what information is to be contained within the notice. 
 
The City’s Current Standards/Practice 
 
Consistent the Official Plan and provincially legislated requirements outlining what information is 
to be included in the public notices, the notices of application and public meeting requesting an 
amendment to the Official Plan and/or Zoning By-law contain: 
 
1. The date, time and location of the public meeting or open house. 
2. An explanation of the purpose and effect of the proposed by-law. 
3. A description of the subject land, a key map showing the subject land, or an explanation why 

no description or key map is provided. 
4. Where and when additional information and material about the proposed by-law will be 

available to the public for inspection. 
5. The following statements: 
 

a. If a person or public body does not make oral submissions at a public meeting or make 
written submissions to (name of municipality or planning board) before the by-law is 
passed, the person or public body is not entitled to appeal the decision of (reference to 
council and name of municipality, or name of planning board) to the Ontario Municipal 
Board. 

 
b. If a person or public body does not make oral submissions at a public meeting, or make 

written submissions to (name of municipality or planning board) before the by-law is 
passed, the person or public body may not be added as a party to the hearing of an 
appeal before the Ontario Municipal Board unless, in the opinion of the Board, there are 
reasonable grounds to do so. 

 
6. In addition to the above requirements outlined in the Official Plan and prescribed by the 

Ontario Regulations of the Planning Act, subsection 34(12) of the Planning Act requires that, 
“…The Council shall ensure that, sufficient information and material is made available to 
enable the public to understand generally the zoning proposal that is being considered by 
the council…”  In order to ensure that the public is able to generally understand the zoning 
proposal, the City’s current practice is to state the current zoning and the potential new 
zoning if approved by Council. 

 
The following is a typical notice of Official Plan and Zoning By-law Amendment as sent by the 
City of London (see figure 7).  The numbered boxes correspond with the six “requirements” 
listed above. 
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Figure 7(a) - Typical notice of Official Plan and Zoning By-law Amendment as sent by the City of London   

2. An explanation of 
the purpose and 
effect of the 
proposed by-law 

1. The date, time 
and location of 
the public 
meeting or open 
house 

6. The zoning proposal 
that is being 
considered by the 
council 
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Figure 7(b) - Typical notice of Official Plan and Zoning By-law Amendment as sent by the City of London   

5 Prescribed statements 

4 Where and when 
additional 
information and 
material about the 
proposed by-law will 
be available to the 
public for inspection 
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Figure 7(c) - Typical notice of Official Plan and Zoning By-law Amendment as sent by the City of London 

2. A description of the 
subject land, a key 
map showing the 
subject land, or an 
explanation why no 
description or key 
map is provided 
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Figure 7(d) - Typical notice of Official Plan and Zoning By-law Amendment as sent by the City of London   
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Evaluating Potential Changes to Plain Languages for Public Notices 
 
While the City’s current practices are in accordance with Official Plan and provincial 
requirements, the notices are technical in nature with details that include zone codes and 
regulatory language that does not resonate with the average reader.  A subsequent concern is 
the disproportionate amount of space that the regulatory requirements and technical information 
occupy on the page relative to the plain-speak Purpose and Effect section. 
 
In reviewing Notices from various municipalities across the Province, there are few examples of 
Notices that deviate from the minimum requirements of the Planning Act.   
 
The differences between the notices sent by other municipalities and those sent by the City of 
London revolve around the amount and location of colloquial language used and the amount of 
information being conveyed.  The best examples of other municipalities demonstrate an ability 
to concisely convey the necessary information without an abundance of confusing codes or 
highly technical language or information.   
 
Generally, the messages being conveyed in the Notices of Application and Public Meeting can 
be summarized as follows:  
 
a) what change in use is being requested by the applicant;  
b) what does the development proposal look like;  
c) when and how readers can participate, comment, listen, discuss the application,  
d) is there more information (studies, background reports, etc.) available to help form their 

opinion, and;  
e) what are their rights to appeal to the Ontario Municipal Board should they be opposed to the 

proposal altogether. 
 
Simplifying the message, writing clear and helpful headings and paragraphs that convey the 
message to the intended audience, and potentially redesigning the layout of our current notices 
would all help to make the planning process more accessible to more readers.  In order to 
improve the effectiveness of our public notices, a concerted effort will have to be made by Staff 
which focuses on plain-language. 
 
In order to catch the public’s attention and convey information effectively, Notices that have 
promotional and marketing qualities should be explored such as those used by the Village of 
Pemberton, BC (see figure 8 below). 
 
Constraints/Requirements for improving plain language for public notices 
 
From an operational, process, and policy standpoint, there are no impediments to making the 
appropriate changes to incorporate plain language in the public notices sent by the City of 
London.  It would require a culture change, and require the understanding and buy-in from Staff 
and administration.  Because individual Staff are responsible for writing individual notices, 
getting everyone to move away from the highly technical, information-laden notices toward 
something that speaks more directly to the audience may be challenging.  However, making 
these incremental changes would not require amendments to any internal processes or 
procedures.  
 
In order to make extensive changes to our mailed notices, it is advisable that we work closely 
with the City’s Legal and Clerks Departments to ensure that the requirements of the Planning 
Act are being fulfilled. 
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Figure 8 – Notice used by the Village of Pemberton, BC which is written in plain language, illustrations, colours and layout to attract 
readers and generate public interest 
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Accessibility for Ontarians with Disabilities Act (AODA) and mailed Notices 
 
The AODA encourages, and in some ways requires, the City of London to reconsider those 
communications that we are sending out to the public.  The first tenet of the AODA is the 
“Accessibility Standard for Customer Service” and another that pertains to the provision of 
information is the “Information and Communication Standard”. O. Reg 429/07 of the AODA 
states that: 
 

“Every designated public sector organization and every other provider of goods 
or services that has at least 20 employees in Ontario shall notify persons to 
whom it provides goods or services that the documents… are available upon 
request.” (O. Reg. 429/07, s. 8 (1)). 
 

This means that the City must include a statement on our mailed communications that indicates 
if another format of communication is necessary for any individual, that we will accommodate 
this request to the best of our ability. 
 

“The notice may be given by posting the information at a conspicuous place on 
premises owned or operated by the provider, by posting it on the provider’s 
website, if any, or by such other method as is reasonable in the circumstances.” 
(O. Reg. 429/07, s. 8 (2)) 

 
“If a provider of goods or services is required by this Regulation to give a copy of 
a document to a person with a disability, the provider shall give the person the 
document, or the information contained in the document, in a format that takes 
into account the person’s disability.” (O. Reg. 429/07, s. 9 (1).) 

 
It is not intended that the City anticipate the needs of everyone, but that the City is prepared to 
accommodate needs as they arise.  If an individual has been working with the City and has 
agreed to a specific format, the City shall continue to communicate with that individual in the 
agreed-upon method. 
 

“The provider of goods or services and the person with a disability may agree 
upon the format to be used for the document or information. (O. Reg. 429/07, s. 9 
(2)) 

 
The Province has created a series of guideline documents to assist those who are required to 
implement changes in their organization to do so.  Within the “Information and Communications 
Standard” there is clear direction as to how the City of London is to address changes to 
accessibility required by the Act. 
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“There is no one-size-fits-all solution to making information accessible. People 
with the same type of disability may have different needs. For example, only a 
small percentage of people who are blind use Braille. 
 
You don’t have to have accessible formats on hand, and the law does not 
specify what format or communication support to use. It’s flexible, because 
what you provide will depend on your resources, the type of information, its 
current format and your customer’s individual needs. You don’t have to 
provide the specific format an individual asks for, but you do have to work with 
them to try to meet their needs.” (from Information and Communications 
Standard) 

 
Recommendations 
 
Notices sent to the public should be checked against a “Plain Language” checklist, such as that 
used by Staff in the City of Ottawa (see Appendix 11).  This would encourage notice authors to 
compare the content of the notice against a template to assess the terms and languages used 
therein and therefore make them more accessible to the average recipient.  Using common 
words instead of jargon, breaking text into shorter sentences and paragraphs, and minimizing 
technical terms and regulatory language should be top of mind when authoring a notice. 
 
It is also recommended that illustrations be inserted into all notices, with a conceptual site plan 
comprising the minimum requirement, and building elevations where available.  The use of 
graphics to complement the text would have immediate impacts in the quality of the public 
notification. 
 
It is recommended that the Notice templates be reorganized to ensure the information is 
presented in a way that is intuitive to the reader and clearly expresses the information that 
needs to be conveyed. 
 
It is also recommended that the legislative requirements prescribed by the Planning Act be 
included at the end of the public notice thereby allowing the City to produce a plain-language 
notice, complete with illustrations, while striving to meet the prescribed provincial requirements.  
The rationale behind this is to decouple the technical jargon prescribed by the province from the 
plain-language notice written by the City.  Interlacing the two may reduce the effectiveness of 
the plain-language notice. 
 
Lastly, it is recommended that Staff include a statement on all mailed materials that indicates 
that other formats and accommodations will be made upon request, to the best of our ability to 
accommodate special needs requests and conform to AODA standards. 
 
 
 
 
 

http://www.mcss.gov.on.ca/documents/en/mcss/accessibility/iasr_guides/info_en.pdf
http://www.mcss.gov.on.ca/documents/en/mcss/accessibility/iasr_guides/info_en.pdf
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6. Introduce new protocols requiring Community Information Meetings 
 
Introduction 
 
As previously mentioned, the minimum requirements prescribed by the Planning Act and 
echoed in the Official Plan policy include the issuing of public notification (as outlined above) as 
well as the requirement for a statutory public participation meeting. 
 
The Planning Act requires that prior to passing an amendment to the Zoning By-law, Municipal 
Council shall ensure that “…at least one public meeting is held for the purpose of giving the 
public an opportunity to make representations in respect of the proposed by-law…”  These 
requirements apply for an amendment to the Official Plan as well. 
 
The City’s Current Standards/Practice used to engage with the public 
 
The City of London complies with the provincial requirements outlined above by providing an 
opportunity for the public to make representations at a public participation meeting of the 
Planning and Environment Committee prior to the decision of Council.  This statutory public 
participation meeting typically occurs one week prior to the meeting of Municipal Council where 
a decision is rendered on the matter. 
 
Recently, however, Planning Staff have encouraged applicants to hold non-statutory Community 
Information Meetings to facilitate an earlier engagement with interested stakeholders prior to the 
public participation meeting.  Many applicants have also volunteered to host non-statutory 
Community Information Meetings as part of being responsible corporate citizens.  There are a 
number of benefits to conducting Community Information Meetings for the applicant, the 
community and Staff. 
 
For the applicant, they are able to hear the concerns of the public at an earlier stage and 
explore opportunities to implement some of the comments and/or mitigate some of the concerns 
expressed by the public during the Community Information Meeting.  For the community, it 
provides a venue where neighbours have the opportunity to see visuals and hear about the 
proposed development directly from the source and facilitate dialogue prior to taking a position 
on the matter.  For Staff, Community Information Meetings provide an opportunity to provide 
information about the planning process, next steps, and how to participate.  It also allows Staff 
to witness the dialogue between the community and the applicant and identify the issues that 
need to be resolved as part of the processing of the application.  It may also reduce the number 
of applications being referred back to Staff by Council for further discussion with the applicant 
and neighbours to resolve issues. 
 
However, since Community Information Meetings are non-statutory, there is no legislative 
authority to compel an applicant to hold these meetings.  Planning Staff encourage applicants to 
hold such meeting and applicants have largely been willing to participate.  Since there are 
currently no standards in place which outline the meeting requirements, these meetings are 
conducted at the discretion of the applicant resulting in a wide variety of meeting formats and 
methods of engagement.  As a result, the public engagement experience varies widely and the 
types of discussions and amount of information shared are also widely divergent between 
meetings. 
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Evaluating Potential Changes required to Implement Community Information Meetings 
  
Although the Planning Act requires that one statutory public participation meeting be held to 
discuss planning applications prior to a decision of Council, the Planning Act allows for 
discretion among municipalities to establish their own procedures.  Similar to Community 
Information Meetings described above, there is no standardized process being employed 
among the various Ontario municipalities for statutory public participation meetings and, as a 
result, the procedures vary between municipalities. 
 
Whereas London holds the statutory public participation meeting at the Planning and 
Environment Committee, one week before the Council meeting, where Staff present their 
recommendation, some municipalities hold the statutory public participation meeting at the front 
end of the planning process prior to Staff preparing a report. 
 
In these early statutory public participation meetings, the applicant provides a brief presentation 
regarding the proposal followed by public participation by members of the public who provide 
their comments and state any questions they have to the applicant requesting clarification.  After 
this statutory public participation meeting is concluded, staff prepare a report with a 
recommendation and by-law to be brought forward to a future committee meeting as a consent 
item. The Staff report includes a summary of the comments provided by the public during the 
statutory public participation meeting held previously as well as staff’s recommendation. 
 
At that subsequent committee meeting, committee members discuss the application and make 
their recommendation to city council for a final decision to be made at the next city council 
meeting.  Since the statutory public participation meeting had already been held, the 
subsequent committee meeting where the staff recommendation and by-law is discussed is not 
open to public comment.  If members of the public disagree with the committee’s 
recommendation to municipal council, they may request delegation status at the meeting of 
municipal council. 
 
A concern with this approach is that while the statutory public participation meeting acts as a 
venue to present comments and concerns about a particular proposal early in the planning 
process, it does not facilitate dialogue about the final recommendation and by-law being 
considered by the committee.  It is this dialogue that is often of most concern to the applicant 
and community.  Interested stakeholders must seek delegation status to avail of the opportunity 
to address municipal council directly if there is a concern with the recommendation of the 
planning committee.  This effectively defers the work of the committee to council. 
 
The City of London could consider a hybrid approach whereby a non-statutory Community 
Information Meeting is conducted at the earliest part of the application process to allow all 
stakeholders to present their issues and identify concerns while still conducting the statutory 
public participation meeting at the Planning and Environment Committee at the latter part of the 
process, one week prior to the meeting of Municipal Council, where the final recommendation 
and by-law can be vetted publicly. 
 
Constraints/Requirements for implementing Community Information Meetings 
 
In order to pursue a process whereby Community Information Meetings are conducted at the 
front end of the planning process, it would be beneficial to develop a protocol that creates a 
level of expectation about the types of applications that would be subject to Community 
Information Meetings and work with the applicants to host these meetings at the front end of the 
planning process.  In the event that an applicant does not wish to participate, the City can act as 
the host of the meeting.  Such a protocol could outline the meeting format requiring: 

 a consistent format among all meetings 

 that minutes be taken, and 

 that meeting dates do not conflict with the respective ward councillor’s schedule. 
 
Currently, there are no protocols in place to require this approach. 
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While the above outlines a protocol that may be implemented after the submission of a 
complete application, a further step may be to require a Community Information Meeting before 
the submission of an application.  The benefit of this approach is that the applicant can hear the 
concerns of the community prior to the submission of the application thereby providing an 
opportunity to modify the development proposal to mitigate public concerns in the formal 
application.  The added benefit to the applicant is that a meaningful attempt to mitigate the 
concerns of the public may facilitate an efficient application process.  Currently, there is no 
ability to require an applicant to hold a Community Information Meeting prior to the submission 
of the application. 
 
One approach to consider is amending the Complete Application policies of section 19.16 of the 
Official Plan to include the submission of a Record of Community Information Meeting as part of 
a complete application.  A Record of Community Information Meeting could consist of a Council-
approved template summarizing the comments, concerns and minutes of the Community 
Information Meeting.  Currently, there is no Official Plan policy requiring the submission of a 
Record of Community Information Meeting as part of a complete application. 
 
Another concern is the risk that the members of the public misinterpret the Community 
Information Meeting as the statutory public participation meeting and not attend the Public 
Meeting of the Planning and Environment Committee and not provide formal comments which 
form part of the public record and loosing opportunity for appeal.  This concern can be mitigated 
if a protocol for Community Information Meetings is developed requiring that Staff prepare a 
presentation outlining the planning process, conveying how citizens may formally participate, 
and stressing that the Community Information Meeting is not the statutory public meeting. 
 
There are also cost implications to consider related to overtime costs for Staff to participate and 
facilitate Community Information Meetings.  Often the subject matters discussed at Community 
Information Meetings focus on issues related to traffic, sanitary servicing, storm water, site plan, 
forestry, urban design, natural heritage, and other matters that require the attendance of 
specialized subject matter experts extending beyond the expertise of planners from Planning 
Services and Development Services. 
 
Other cost increases include fees for venue rental and the increased cost in postage to mail the 
Notices of Community Meeting.  Using derived data based on five months of planning 
application activity, and assuming that 40% of the total number of applications will require 
Community Information Meetings, it is estimated that there will be an additional annual cost of 
$3,500 for mailing the Notices of Community Information Meeting.   
 

    
  

Estimated Increase in Costs 

Total Annual 
Number of 

Applications 

Number of 
Applications requiring 

Community Info 
Meetings 

Avg. # of 
parcels 

per 
delivered 

Total 
Number of 

Notices 
Mailed 

Cost per mail 
Notification 

Total Annual 
Mail Cost for 

Notices 

70 28 171 4,788 $0.72 $3,447 
Table 4 – Estimated annual cost of mail notices for Community Information Meetings 

 
However, in an effort to reduce this cost, Planning Services and Development Services Staff 
can endeavour to piggy-back the Notice of Community Meeting with the Notice of Application in 
the same envelope and limit the new additional mailing costs. 
 
Given that not all planning application typically generate public interest, the scope of Community 
Information Meetings can be limited to those applications in which the public has an interest – 
generally those applications which propose a change of land use or new development within, or 
in proximity to, established neighbourhoods. 
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Figure 9 – Flow chart outlining existing and proposed planning application review process that incorporates non-statutory meetings 
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Recommendation 
 
It is recommended that Staff develop a modified planning application review process that 
incorporates Community Information Meetings early in the application processing timeline (see 
figure 9).  Requiring mandatory Community Meeting for applications to amend the Official Plan 
and/or Zoning By-law, new plans of subdivision, and site plans requiring a public participation 
meeting where within or directly adjacent to established residential neighbourhoods. 
 
To facilitate this revised process and allow a high standard of information sharing to be 
consistently delivered, it is recommended that a Community Information Meeting protocol be 
developed and endorsed by Municipal Council.  This protocol can include the components of the 
Record of Community Information Meeting which would be completed by the meeting host and 
submitted to the City as part of the review of the application. 
 
A draft of a potential Community Information Meeting protocol (Administrative Procedure for 
Planning Applications Involving Development Within or Directly Adjacent to Established 
Residential Neighbourhoods) has been attached as Appendix “10” which outlines the potential 
City process for Community Information Meetings.  It is recommended that this draft protocol be 
circulated for public and agency comments, modified where necessary, and endorsed by 
Council at future meeting. 
 
Similar to the section describing Plain Language for Public Notice, it is recommended that a 
plain language and promotional style Notice of Community Information Meeting be developed 
by Staff when used to invite members of the public to future Community Information Meetings 
by regular mail. 
 
It is also recommended that Staff consider an amendment to section 19.16.2 of the Official Plan 
to include the Record of Community Information Meeting as part of a complete application.  This 
will enable Staff to require that a Community Information Meeting be held prior to the 
submission of an application for an amendment to the Zoning By-law and Official Plan.  In order 
to effectively implement this Official Plan amendment, it is recommended that the two separate 
by-laws which require an applicant to consult with the municipality prior to making an application 
under the Planning Act (By-law No. C.P.-1469-217) and its companion delegation by-law (By-
law No. C.P.-1470-218) be reviewed for consistency. 
 
Lastly, in order to ensure that Community Information Meetings are accessible to as many 
people as possible, it is also recommended that child minding services be offered at Community 
Information Meetings free of charge to those in attendance to allow those with child minding 
responsibilities to participate.  This service can be coordinated with Neighbourhood, Children 
and Fire Services.  The cost of this service can be absorbed within existing budgets. 
 

 CONCLUSION 

 
This initiative is intended to engage the public more effectively by improving the notification 
methods, using plain-language, and expanding the media options to provide notification with an 
objective to make the Planning process more accessible to the general public and thereby 
inviting meaningful participation. 
 
If the City’s long-term vision is to be implemented through the collective outcomes of individual 
planning applications, a system of easy-to-understand public notices and Staff reports also must 
accompany each planning application in an effort to clearly present the proposal and 
recommendation to Council.  This will allow all concerned citizens to share in the exchange of 
information and provide input into the planning process. 
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Issue Recommedation Cost 

Plain Language Planning 
Reports 

Planning Committee reports are 
prefaced with a brief plain language 

summary 
$0 

All the supporting documentation 
and accompanying information be 

included as the appendices 
$0 

Revise report structure into an 
evaluation of the “use”, “intensity”, 

“form” and “issues” to clearly 
organize the justification used to 

support recommendation 

$0 

Ensure revised report structure is 
consistent with AODA standards 

$0 
Minimal cost incorporated 

in existing resources 

Expanding the 120m 
notification radius 

Maintain the standard 120m 
notification radius 

No change to current costs 

Review Section 19.12 of the Official 
Plan to determine of amendments 
are required to expand notification 
radius at the discretion of the City 

Planner or Chief Building Official in 
extraordinary circumstances when 

the standard 120 metre radius 
exhibits certain characteristics 

To be absorbed in existing 
budget 

Review certain delegation by-laws 
to determine if amendments are 

required to permit the City Planner 
or Chief Building Official to expand 

the notification radius in 
extraordinary circumstances 

To be absorbed in existing 
budget 

Expanding mail notification 
to include tenants 

Existing Planning Act and Official 
Plan policies requiring that owners 
of land be notified continue to apply 

as the standard 

No change to current costs 

Property owners and landlords 
requested to post notices in 

prominent locations to notify tenants 
of potential for a land use change 

$0 

Improvements to Signage 

Review how elements of the best 
practices from other cities, new 

technologies, and AODA 
requirements be incorporated into 
new London signage standards 

$26k for new signage and 
installation 

Develop new sign templates 
featuring: 

 Large size (4’ x 8’) 

 Plain language summary of 
proposal 

 Illustration 

 QR code 

 Specific contact information and 
web page address 
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Issue Recommedation Cost 

Improvements to Signage 
(Continued) 

Initiate an RFP process to 
determine the cost of incorporating 

the above features into new 
signage, the cost/benefits of using 
plastic or aluminum signs, and the 
cost of hardware/installation, for 

each of the different sign materials 

$0 

Improving Web Presence 

Creating web page for every 
application requesting an 

amendment to the Official Plan 
and/or Zoning By-law 

$120,000 for new staffing 

Upload all reports and studies 
submitted with the Official Plan 

and/or Zoning By-law amendment 
application to each application web 

page 

Link individual web pages to the 
subject site on the revamped 

CityMap 

Link the QR code proposed for the 
new signage to the individual web 

page related to the application 

Keep individual web pages current 
with new and amended information 

in a timely fashion 

Develop and maintain databases of 
contact information for specific 

planning applications and preferred 
means of electronic communication 

Retire web pages once the files are 
closed and opportunity for public 

participation is complete 

Planning Services and Development 
Services utilize social medial and 
other electronic engagement for 
providing information including: 

 Creation of Email database to 
inform interested public of new 
information 

 Creation of a Planning 
Application app for smartphone 
and tablet users interacting with 
the City’s improved web 
presence 

 Twitter dedicated to planning 
applications 

 Facebook page dedicated to 
planning applications 

 RSS feeds 

Plain Language for Public 
Notice 

Check Notices against the criteria of 
the “Plain Language Checklist 

$0 

Include a statement on all mailed 
materials that indicates that other 
formats and accommodations will be 
made upon request, to the best of 
our ability 

$0 
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Issue Recommedation Cost 

Plain Language for Public 
Notice 

(Continued) 

Work collaboratively with Civic 
Administration to reorganize notice 
templates to ensure the information 
is presented in plain language with a 
promotional style to attract public 
interest and be effective in 
conveying messages 

$0 

Illustrations be inserted into all 
Notices with a conceptual site plan 
comprising the minimum 
requirement and building elevations 
where available 

$0 

Include the legislative requirements 
at the end of the public notice to 
decouple the technical jargon 
prescribed by the province from the 
plain-language notice written by the 
City.   

$0 

Develop plain language and 
promotional style Notice of 
Community Information Meeting and 
notify neighbours through regular 
mail 

$3,500 in postage fees 

Provide child minding services be at 
Community Information Meetings 
free of charge to those in 
attendance 

To be absorbed in existing 
budget 

Introduce new protocols 
requiring Community 
Information Meetings 

Endorse the Administrative 
Procedure for Planning Applications 
Involving Intensification, attached as 
Appendix “11” outlining the City’s 
process for Community Information 
Meeting 

$0 

Introduce new protocols 
requiring Community 
Information Meetings 

(continued) 

Amend the Complete Application 
policies of the Official Plan to 
include the Record of Community 
Information Meeting as part of a 
complete application to enable Staff 
to require that a Community 
Information Meeting be held prior to 
the submission of an application. 

$0 

Review the need to amend By-law 
No. C.P.-1469-217 and its 
companion delegation by-law By-
law No. C.P.-1470-218 which 
require an applicant to consult with 
the municipality prior to making an 
application under the Planning Act 
to enable Staff to require that a 
Community Information Meeting be 
held prior to the submission of an 
application 

$0 
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ADMINISTRATIVE PROCEDUREFOR PLANNING APPLICATIONS 
INVOLVING DEVELOPMENT WITHIN OR DIRECTLY ADJACENT ESTABLISHED 

RESIDENTIAL NEIGHBOURHOODS 

 

PART 1 – PURPOSE OF PROCEDURE 

Planning Act applications which facilitate Development within or directly adjacent to 
established residential neighbourhoods often generate a high level of public interest. 
Recognizing this, engagement with the local community early in the process is essential 
for effective public input. 
 

The purpose of this procedure is to define the City of London approach for community 
engagement with respect to primarily residential intensification applications within 
established neighbourhoods and non-residential applications by the Managing Director, 
Planning and City Planner, the Managing Director, Development & Compliance 
Services & Chief Building Official, or their designates. This procedure recognizes that 
the processing of certain Planning Act applications for Development within or directly 
adjacent to established residential neighbourhoods is a community-first approach that 
requires engagement of area residents early in the process. 
 

PART 2 – AREA OF APPLICATION 

2.1  Type of Application  
These procedures shall apply to applications to amend the Official Plan and/or Zoning 
By-law, new plans of subdivision, or applications for Site Plans Approval that requiring a 
public participation meeting. 
 

2.2  Geographical Area 
This procedure applies to the types of applications described in Section 2.1 which 
facilitate Development within or directly adjacent to established residential 
neighbourhoods. 
 
2.3  Excepted Lands and Buildings 
This procedure does not apply to the types of applications described in Section 2.1 
which facilitate Development of industrial lands that are located within industrial 
designations. 
 
2.4  Authority to review requirement for Community Information Meeting 
Despite subsections 2.1 to 2.3, the Managing Director, Planning and City Planner or the 
Managing Director, Development & Compliance Services & Chief Building Official may, 
at their sole discretion, review the requirement for a Community Information Meeting 
and determine that a Community Information Meeting shall not be necessary. 
 

PART 3 – TIMING OF COMMUNITY INFORMATION MEETINGS HELD 

As part of the mandatory Pre-Application Consultation process for submitting 
applications to amend the Official Plan and/or Zoning By-law, new plans of subdivision, 
and site plans which facilitate Development within or directly adjacent to established 
residential neighbourhoods, the City will identify whether a Community Information 
Meeting will be required prior to submission of a Complete Application (as per 19.16 of 
the Official Plan) or during the planning application process. 

 

3.1 Prior to Submission of a Complete Application 
Through Pre-application Consultation with Planning Staff or Development Services 
Staff, an Applicant may be required to fulfill the Community Information Meeting Criteria 
by holding a Community Information Meeting prior to the submission of a Planning Act 
application which facilitates Development within or directly adjacent to established 
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residential neighbourhoods.  An Applicant also has the discretion to voluntarily fulfill the 
Community Information Meeting Criteria prior to the submission of an application. 
 

Should the Community Information Meeting criteria described in Part 4 of this procedure 
not be fulfilled, additional meetings may be required that are consistent with the criteria 
for a Community Information Meeting to the satisfaction of the Managing Director, 
Planning and City Planner or the Managing Director, Development & Compliance 
Services & Chief Building Official. 
 

3.2 During Planning Application Review Process 
Typically the Community Information Meeting will be held within the first month of the 
review process for a Planning Act application that has been deemed to be complete. 
 

PART 4 – COMMUNITY INFORMATION MEETING CRITERIA 

4.1 Community Information Meeting Criteria 
For the purpose of satisfying the procedure, the Host or Alternate Host of the 
Community Information Meeting must meet the following criteria. 
 

4.2 Availability of Ward Councillor 
Request from the City Clerk a date for the proposed Community Information Meeting 
that does not conflict with the schedule of the Ward Councillor by providing sufficient 
notification to be able to participate, and confirm their attendance, or have alternative 
arrangements made.  The date of Community Information Meetings will be determined 
taking into consideration other bookings in the City’s Online Calendar using best effort 
to avoid a conflict. 
 

4.3 Coordination of Community Association and/or BIA 
Recognizing that each community is unique is vitally important, early engagement with 
organizations such as the local Community Association, Business Association, and/or 
Business Improvement Area is encouraged as these groups can assist with identifying: 
key stakeholders, demographic characteristics (such as language barriers), patterns, 
general resident concerns, potential meeting requirements and other community details. 
 

In order to allow time for co-ordination with respective associations the Host or Alternate 
Host will be required to:  

a) contact the Urban Regeneration Unit who will identify whether the lands subject 
to the Zoning and/or Official Plan amendment application are within the 
boundaries of any known Community or Business Associations.  

 

b) contact the appropriate association(s) (at least 3 weeks in advance of proposed 
meeting) with the proposed Community Information Meeting date to assist with 
sharing information about the meeting with the members. Information that may 
be requested to be shared include: the meeting date, time, location as well as 
contact details.  

 

Every effort should be made to ensure that the proposed Community Information 
Meeting date does not conflict with important community events (community yard sale, 
parade, festival, etc.)  
 

4.4 Provide Notice 
To ensure broad access to information about the proposed Development is made 
available, the applicant will be asked to provide a copy of the draft concept plan and the 
supporting documentation in an electronic format that allows Staff to post the 
information on the City’s website and be included in any public notice for the Community 
Information Meeting. 
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Planning Services or Development Services Staff will prepare a notice for the 
Community Information Meeting which will include: meeting date and time; location of 
meeting (both map and written municipal address); host contact information; and details 
of planning proposal. 

  

Notice of the Community Information Meeting, shall be given as described in clauses a) 
and c) or as described clauses b) and c): 

a) i) publication in the Londoner at least 2 weeks prior to the proposed meeting; 
and, 

 

ii) publication of the notice on the City of London’s website at least 2 weeks prior 
to the proposed meeting; 

 

b) prepaid first class mail or personal delivery with a circulation radius to be 
determined by the Managing Director, Planning and City Planner, Managing 
Director, Development & Compliance Services & Chief Building Official, or 
designate; 
 

c) publication of the notice on the website of the Host and Alternate Host as well as 

in social media feeds, and in regularly printed materials such as newsletters to 

inform stakeholders, where applicable. 

 

4.5 Hosting the Meeting 
It will be a function of the Host to organize, hold and ensure that the Community 
Information Meeting Criteria are fulfilled. Another Participant may fulfill the requirements 
of the Host by requesting authorization from the Managing Director, Planning and City 
Planner, Managing Director, Development & Compliance Services & Chief Building 
Official, or designate. 

 

a) A Participant other than the City may, by request hold, at no cost to the City, a 
Community Information Meeting to answer questions about the requested 
amendment and proposed Development.  If the purpose of the meeting is to 
satisfy these Procedures, the applicant is required to consult with the City prior to 
scheduling the meeting and acting as an Alternate Host.  

 

b) The Alternate Host is required to meet the same criteria as a Host as described 
in Part 4.5 of this Procedure, to the satisfaction of the Managing Director, 
Planning and City Planner, Managing Director, Development & Compliance 
Services & Chief Building Official, or designate. 

 

4.6 Attendance 
For attendance purposes, a sign-in sheet must be provided. The sheet(s), logging the: 
name, home (mailing) address and email address will be included as part of the Record 
of Community Information Meeting Report which will form part of the public record. 
 

The sign-in sheet must include a clause noting that: 
“The personal information collected on this form is collected under the 
authority of the Planning Act, R.S.O. 1990 and may be used for the 
purpose of informing you of future information meetings and Statutory 
Public meetings relating to this matter.  By providing this information you 
acknowledge, and give consent to, the Corporation of the City of London 
including your personal information in the public record and that such 
information may be included in a Council of the City of London agenda 
and on the City’s web site.” 
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4.7 Applicant Presentation on Proposal 
The Applicant, their agent and/or advisors will provide a brief presentation about the 
requested amendment and proposed Development during the Community Information 
Meeting. The purpose of this presentation is to demonstrate how the proposal fits within 
the surrounding context. The presentation will also include a question and answer 
period in the presence of all participants. 

 

4.8 City Staff Presentation on Planning Process 
Staff will attend the meeting; provide a presentation to the attendees about planning 
processes, timing, and City of London policies. The presentation will also include a 
question and answer period in the presence of all participants. 

 

4.9 Staying Informed 
The City will provide additional information on how those who attended the meeting can 
stay informed throughout the planning application process. Such information provided 
may include, but is not limited to: contact information for the file planner, contact 
information for the applicant, and where information can be accessed on the City’s 
website (as relates to section 6.3 of this procedure). 

 

4.10 Open House Format 
If the Host meets all other criteria set out in Part 4.5 of this procedure, the Community 
Information Meeting may also include an Open House/Drop-in component.  This option 
is intended to allow attendees who may otherwise feel uncomfortable to speak in a 
larger public format with an opportunity to dialogue with the meeting Host on a more 
informal basis.  

 

4.11 Record of Community Information Meeting (“Record”) 
The Application will be required to complete a Record of Community Information 
Meeting to summarize the nature of the discussion and the responses provided. The 
meeting Record must identify the issues that were raised and how the applicant and/or 
City responded to them. The meeting Record will be included to form part of the 
complete application and public record. The City may provide a template for the Record 
of Community Information Meeting report to maintain consistency and conciseness.  

 

4.12 Non-Exclusive attendance 
The Community Information Meeting is a public forum and non-exclusive. All interested 
parties are welcome to attend, regardless of whether they belong to any formal group or 
association.  

 

4.13 Accessible Location  
It is strongly encouraged that the Community Information Meetings be held at an 
accessible venue within the neighbourhood where the property that is subject to 
Application is located. 
 

4.14 Timing of Meeting 
The meeting is to be held outside of typical office hours. Typically the meeting duration 
lasts for at least 2 hours and held between the hours of 6:00pm – 9:00pm during 
weekdays or between the hours of 10:00am –9:00pm on weekends. 
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PART 5 – DEFINITIONS FOR THE PURPOSES OF THIS PROCEDURE 

“Applicant” shall mean: 
i. a person or public body requesting Council to amend the Official Plan of the 

Corporation of the City of London under section 22 of the Planning Act;  
ii. a person or public body requesting Council to amend the Zoning By-law, Z.-1, 

under section 34 of the Act of the Corporation of the City of London under 
section 22 of the Planning Act;  

iii. a person applying for approval of plans and drawings under section 41 of the 
Act; or 

iv. an owner of land applying for approval of a plan of subdivision under section 51 
of the Planning Act 

 
“Application” shall mean: 

i. a request or requests to amend the Official Plan of the Corporation of the City of 
London under section 22 of the Planning Act;  

v. an application or applications to amend the Zoning By-law, Z.-1, under section 34 
of the Act of the Corporation of the City of London under section 22 of the 
Planning Act; or  

ii. a submission or submissions of plans and drawings for site plan approval under 
section 41 of the Planning Act 

 
“City” shall mean the administrative staff of the Corporate of the City of London. 
 
“Community” shall mean the people within a particular area, often neighbours whose 
social interaction is among other people living in the area, regardless of any size. 
 
“Community Information Meeting” shall mean a meeting that is organized, held and 
reported on by the Host, or Alternate Host in accordance with the criteria set out in Part 
4 - Community Information Meeting Criteria of this procedure. 
 
“Development” shall mean a change in land use, or the construction of buildings and 
structures requiring approval under the Planning Act. 
 
“Managing Director, Planning and City Planner” shall mean the person who holds 
the position of Managing Director, Planning and City Planner for the City.  
 
“Managing Director, Development & Compliance Services & Chief Building 
Official” shall mean the person who holds the position of Managing Director, 
Development & Compliances Services & Chief Building Official for the City. 
 
“Neighbourhood” shall mean the immediate area or district where people live and may 
be interpreted differently by those living within based on their personal experiences.   
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“Participant” shall mean anyone who attends the Community Information Meeting, 
noting however that more specialised roles shall mean the following: 
 

“Alternate Host” shall mean a Participant other than the City who may, by 
request, hold, at no cost to the City, a Community Information Meeting to make a 
presentation and answer questions about the proposed Development. An 
Alternate Host of the Community Information Meeting may include, but is not 
limited to: an Applicant, Community Association, Neighbourhood Association, 
Business Association, and Business Improvement Area (BIA). 
 

“Attendees” shall mean the Participants present at the  Community Information 
Meeting (other than the Host, or Alternate Host) who are in attendance to gather 
information about the proposed Development, gain knowledge about planning 
processes and get a better overall understanding of how the Applicant’s 
requested amendment and proposed Development.  This may include, but is not 
limited to any one of the following: Members of the general public; neighbouring 
landowners; Ward Councillors; representatives from a Community Association, 
Neighbourhood Association, Business Association and/or a Business 
Improvement Area (BIA); City Staff; or Staff from other Government Agencies. 
Attendees may contribute to the meeting by providing constructive input on how 
the proposed Development can fit with neighbourhood.  

 

“Councillor” shall mean an elected official who currently holds the position as a 
member of City Council and represents a specific area, or ward, of the City. 

 

“Host” shall mean the City with respect to organizing and holding the 
Community Information Meeting. It will be a function of the City is to organize and 
ensure that the Community Information Meeting Criteria are fulfilled, unless 
another party fulfills the requirements of the host by requesting authorization from 
the Managing Director, Planning and City Planner, Managing Director, 
Development & Compliances Services & Chief Building Official, or designate to 
act as Alternate Host. 

 

“Developer” shall mean Applicant as defined and can be used in place of any of 
the following: Agent, Consultant, Proponent, and/or Applicant. 

 
“Staff” shall mean anyone who works under the Direction of the Planning Services 
Managing Director, Planning and City Planner or Managing Director, Development & 
Compliances Services & Chief Building Official for the City of London 
 


