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FREQUENTLY ASKED QUESTIONS 
What are Minor Variances? 
Minor Variance applications provide a way for applicants to request a change to 
the requirements of the Zoning By-law that applies to the subject property. 
Zoning By-laws regulate how lands can be used, and what can be built on them. 
Zoning By-laws do not regulate interior design.  

A few examples of a minor variance are:  

• Increasing lot coverage. 

• Increasing building height. 

• Reducing the number of required parking spaces in a commercial development.  

Every application for a Minor Variance is decided upon its own merits, and must 
meet all of the following four tests under the Planning Act:  

1. The variance requested must meet the general intent and purpose of the Official Plan; 

2. The variance requested must meet the general intent and purpose of the by-law; 

3. The variance requested must be desirable for the appropriate development of the 
applicable lands, building or structure; and 

4. The variance requested must be minor in nature. 

If you have any questions regarding applying for a Minor Variance, please 
contact Committee Staff at: commiteeofadjustment@richmondhill.ca  

What are Consents/Severances? 
A land severance or consent to sever is the authorization from the Committee 
of Adjustment to divide a piece of land into two or more separate parcels.  

A consent application may be needed with respect to the following:  

• New Lot Creation 

• Leases over 21 years 

• Mortgage or partial discharge of a mortgage. 

• Rights-of-way and easements  
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• Lot line adjustments 

• Correction to deeds or property descriptions 

 

If you have any questions regarding applying for a Consent, please contact 
Committee Staff at: commiteeofadjustment@richmondhill.ca  

What is the process after I apply for a Minor Variance and/or Consent? 
Step 1: Upon receipt of an application, Committee Staff review the application 
for completeness and will reach out if anything is missing.  

Step 2: If an application is complete, Committee Staff follow an internal 
schedule to circulate each application for Preliminary Zoning Review. This is to 
ensure Consent applications will not result in areas of non -compliance (in 
which case, a minor variance appli cation may be needed), and to ensure Minor 
Variance application requests are accurate regarding the applicable Zoning By-
law.  

Step 3: When the Preliminary Zoning Review is complete, applications are 
circulated to our remaining internal departments and external agencies (e.g. 
York Region, TRCA, Alectra, etc.) Any comments that require action are sent to 
the Owner/Agent. Any formal letters from external agencies are sent to the 
Owner/Agent.  

Step 4: When all comments have been collected, and ideally all issues are 
addressed, applicants receive a Letter of Scheduled Hearing from Committee 
Staff that includes Public Notice Sign instructions.  

Typically, a Minor Variance application can take 2 -3 months from application 
submission date to hearing date. A Consent application will typically take 3 -4 
months from application submission date to hearing date.  

Why did I receive a Notice of Public Hearing? And where can I find 
information regarding applications in my neighbourhood? 
In accordance with the Planning Act, a Notice of Public Hearing is required to 
be provided by mail within a 60 metre radius of the subject property at least 10 
days before the date of the hearing on an application  for a Minor Variance, and 
at least 14 days before the hearing on an application  for a Consent.  
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The City provides three (3) methods of notification in accordance with the 
Planning Act:   

• by regular mail at least 14 days to all property owners within 120 metres 
of the proposal;  

• by posting of a sign on the subject property within 14 days of the hearing 
(confirmation of posting and a commitment to maintain the posting of the 
sign until the meeting is required)  

• a notice posted on the City’s website within 14 days of the hearing.  

If you are within a 120 m radius of a property that has an application with the 
Committee of Adjustment, you will receive a Notice of Hearing by mail. 
Residents can contact Committee Staff for more information regarding  
applications or submit a letter of support or opposition (these are sent to the 
Committee Members and the Owner of the subject lands). Please note  that 
letters of support/opposition are public record. Members of the public are 
welcome to attend Committee of Adjustment meetings to speak in support of or 
in opposition to an application  

If you wish to be notified of an application in your neighbourhood, please 
contact Committee Staff to be added to the notification list for a specific active 
application, or to request information about historical applications.  

Will the Committee Members visit my property? 
Yes, Committee Members will likely visit your property within the week before 
the meeting if your application has been scheduled. This allows Committee 
Members to assess the property and subject lands in context, which helps them 
make an informed decision on the application. You are not required to be 
home/present during the site visit.  

What can I expect at the Hearing?  
The Committee of Adjustment meetings are held in Council Chambers (unless 
otherwise advised by Committee Staff) and are in-person only. Meetings are 
live-streamed and recorded for subsequent viewing, however, there is no online 
participation option available.  
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The Chair will start the meeting at 7 PM and will call up applicants according to 
the order of the Agenda, published by Committee Staff one week before each 
meeting.  

When your application is called by the Chair, the owner or authorized agent may 
approach the podium and present their application to the Committee. After the 
owner or authorized agent speaks, the Chair will allow the audience to speak or 
to ask questions, and the Committee may request the owner/authorized agent 
to respond.  

The Chair will then refer the Committee Members to ask questions. Once the 
Chair is satisfied all comments have been made and addressed, the Chair will 
request a Motion to make a decision. Once the vote has been made, the 
applicant may leave the meeting.  

I am a resident and received a Notice of Hearing. How can I participate? 
All Committee of Adjustment hearings are open to the public. All hearings are 
in-person only, however the hearing is live-streamed and available on the City’s 
YouTube Channel for subsequent viewing.  

Any individual interested in an application can e -mail Committee Staff to 
submit a written letter of opposition or support, or they may attend the hearing 
and provide their comments in-person.  

Please note that, in accordance with legislation, all information presented to 
the Committee of Adjustment is considered public information and can be 
shared with any interested individual.  

Information included in correspondence, including your name and address, will 
become part of the public record, and shared with Committee Members, and 
the Owner/Applicant of the application you are submitting for. If you choose to 
attend in person, your name and address are requested by the Chair to 
introduce yourself and will be noted in the Notice of Decision.  

The Committee of Adjustment made a decision on my application. What 
happens now?  
Within ten (10) days of the decision, Committee Staff will provide you with a 
Notice of Decision. Notices of Decision detail how each member voted and may 
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include conditions of approval that must be fulfilled before a Decision is 
considered final and binding.  

For Consents, conditions imposed may take time to fulfill,  and additional costs 
may be added. In accordance with the Planning Act, owners have two years 
from the date of the Notice of Decision to fulfill all conditions.  If the two year 
deadline for the Consent is missed,  the application is considered refused, and 
a new application must be submitted.  

For both Minor Variance and Consent applications, appeals must be submitted 
to the Secretary-Treasurer within twenty (20) days. For Consents, the appeal 
period is 20 days from the date the Notice of Decision is provided to the 
applicant. For Minor Variances, the appeal period is 20 days from the date the 
decision was made.  

If no appeals are received, and all conditions are fulfilled, your application’s 
decision is final and binding, and you will receive a Letter of No Appeal from 
Committee Staff.    

I am not happy with the decision made by the Committee. What are my 
options? 
Only the Applicant, the Minister or a specified person or public body that has 
an interest in the matter may appeal the decision to the Ontario land Tribunal  
(OLT). A "specified person" does not include an individual or community 
association.  

There is an appeal fee of $400 plus a $200 processing fee for each application. 
All appeals must be filled with the Secretary -Treasurer within 20 days of the 
notice of decision being sent for consent and within 20 days from the date of 
the (hearing date) for minor variances. The last day for appeal date will be 
noted on your Notice of Decision.  

The OLT is an independent tribunal established by the province for hearing and 
deciding on a variety of land use matters.  

For more information on the Ontario Land Tribunal and the appeal process, 
please visit their website at  https://olt.gov.on.ca/.   
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My application was deferred. What are the next steps? 
If your application was deferred at the meeting, please contact Committee 
Staff to schedule your application to be heard at another meeting . Please 
consider giving yourself sufficient time to address Committee Members’ 
concerns regarding the deferral.  

What are some helpful links that may assist me? 
Planning Act, R.S.O. 1990, c. P.13 (ontario.ca) 

Toronto Region Conservation Area 

Ontario Land Registry Access Website 

Committee of Adjustment Meeting Agendas & Staff Reports - City of Richmond Hill 
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