
Guidelines for Minor Variance  

This document is meant to provide greater clarity and information for those involved in the minor 
variance planning approval process. It provides step by step information for applicants filling out an 
application for a minor variance. 

1. Pre-Application
If you have met with staff from any of the listed organizations or Township departments regarding this 
application, please check the appropriate box and indicate the date of the meeting. 

Please ensure you attach any notes or information regarding your application that you were provided 
during the pre-application meeting (emails, physical documents, etc.). 

2. Applicant Information 
2.1. Name of Owner(s): State the owner’s name, mailing address, phone number and email at 

which they wish to be contacted regarding this application. If there are multiple owners with 
different contact information you will need to attach an additional piece of paper with their 
contact information. 

Note: By filling out this section, you are declaring that you are the owner of this property. If for any 
reason you are not listed as a legal owner on the deed/land transfer, you are considered an agent 
and will need to have at least one of the legal owners sign the Authorization for Agent consent 
(Section 16 of the application form). Should power of attorney apply, please attach the supporting 
documentation to your application. 

2.2.  Agent/Applicant: State the agent’s name, mailing address, phone number and email at which 
they wish to be contacted regarding this application. If you are using an agent make sure to 
also complete the Authorization for Agent consent (Section 16 of the application form).

3. Description of Subject Land 
3.1. The Lands:  

Civic Number: This is civic address (911 address)  of the subject property. If a civic address 
has not been assigned, please indicate this. 

Concession and Lot Numbers: This is the legal description of the property which is found on 
your tax bill, deed or on the property survey. 

Name of Road/Street: This applies even if your address is on a private lane. 

Reference Plan: If the property has been surveyed, it will have a reference plan number (this 
begins with 13R and can be found on your survey). If the property has not been surveyed, 
leave this space blank. 

This document is meant for guidance only, and should not be construed by anyone as a 
right to development approval if the steps indicated are followed.  
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Roll Number: This appears on the tax bill. Please take the time to look it up before submitting 
your application. It may also be found on Frontenac Maps with the property identification layer 
feature. 

Property Identification Number (PIN): The PIN may be found on the deed for the property or on 
Frontenac Maps with the property identification layer feature. 

3.2. If the property contains or abuts a waterbody, please include the name of it. This information is 
important as portions of the Township Zoning By-law and Official Plan directly relate to 
shoreline and water protection. If the property does not abut a waterbody, please indicate with 
N/A.

3.3. Please indicate when the property was purchased. The year is sufficient.

3.4. Property dimensions are required in metric. Please complete conversions if necessary to be 
consistent with the requirements in the Planning Act and associated documents.

4. Supporting Material and Checklist 
This section provides you with a useful checklist to ensure you have included the minimum required 
components. During the pre-application process you may have been asked to include other 
information – make sure to include this in your application as well. 

5. Technical Drawing Requirements 
The technical drawing or “sketch” submitted with your application is very important. The technical 
drawing provides a comprehensive look at the various physical attributes of the site, locations of 
structures (existing and proposed) and will provide the foundation for later project phases such as 
building permits.

If there is a deck/patio or stairs attached to any building, please list and include its dimensions in the 
technical drawing.  

If the property is substantial in size and the proposed changes are concentrated in one area (e.g. a 
side lot line) please include a location reference map, in addition to the technical drawing. 

Note: If a minor variance application is approved and the plans submitted to the building 
department for construction differ from those submitted for the variance application/approval, 
a new minor variance application will be required.

6. Encumbrances 
Encumbrances are rights, interest, or legal liability on property. Rights-of-way and easements as a 
form of encumbrance are fairly common in the Township of Frontenac. If someone has permission to 
cross over your property (whether legally defined or through historical access) to access another 
piece of property, or for some other use, make sure to disclose that in the application. Other 
easements could include those for drainage conservation, or electricity transmission lines. 

7. Existing and Previous Uses 
7.1. List any existing or previous uses that you are aware of.

7.2. List any proposed uses that you are aware of. 

7.3. Official Plan information can be found on the Township website.. 

7.4. The Zoning By-law can be found here on the Township website. You may also want to use 
Frontenac Maps and the zoning layer appropriate for the area. 

8. Property Features  
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Please check the appropriate box if any of the property features listed apply to the property. If you 
know the property contains a unique feature, which is not listed, and which may limit or dictate 
development in some capacity, check Other and provide a description of this feature. If none of these 
features describe your property, make sure to select None of the Above Apply. 

9. Details of the Proposal 
9.1. Use this section to describe the project in detail. It is important to include what you would like 

adjusted as well as why you are requesting the change or your overall plans for the site.

9.2. To complete the variance chart you will need to consult the Zoning By-law. It is important you 
include all the variances you will require in your written description and in this chart format. If a 
variance is not included and you later require it, you will be required to submit another 
application and restart the process.

9.3. Provide an explanation why the current provisions cannot be met or why it is not preferable.

10. Provincial Policy Statement 
Please indicate if the application is consistent with the Provincial Policy Statement (PPS). All planning 
decisions in Ontario have to be consistent with this document, as the overarching guidance document 
for the province. This is required to be answered, please check the appropriate box and explain, if 
necessary. The PPS is available on the Ministry of Municipal Affairs and Housing Website. 

11. Existing Structures 
This section requires you to describe all of the structures on your property. This includes outhouses, 
sheds, gazebos, etc. For each structure you are also asked to identify if there will be any addition, 
reconstruction or demolition proposed.  

Fill in the measurements in either feet or metres and the opposite will auto populate. If you are filling 
in the application by hand, please provide both calculations. If you have more than three existing 
structures, please attach additional paper(s) to include all structures in your application. 

The combination of Section 11(Existing Structures), Section 5 (Technical Drawing) and your 
description in Section 9 (Details of the Proposal) allows for a more complete understanding of what 
plans are proposed.  

Use of structure: Describe the structure (i.e. 3 bedroom residence with walk-out basement).  

Footprint: Measure the outside of your structure to most accurately reflect the size of the building. 
Please include the area of any decks attached to the structure. Structural footprint is not the same as 
the gross floor area (inside living space). 

Number of Storeys: How many levels does your structure have? Please check the appropriate box if 
your structure has a basement or loft. Please also indicate if you have a basement and if it includes a 
walk-out portion or living space. 

Date of Construction: If possible please identify the year, otherwise any information with approximate 
age is also helpful.  

Area:  Describe the structure (i.e. 180 square metres) .Include the area of each floor of the structure 
including lofts and basements/ crawlspace. 

Setbacks from lot lines: Measure from the outside of the structure to the closest lot lines. 



Guidelines for Minor Variance  

11.1. If your application is for the purposes of constructing an addition to an existing structure, 
please specify the dimensions of the addition.

12. Waterbody or Wetland Setback 
This section asks about waterbody and/or wetland setbacks. If the property abuts, and/or contains a 
waterbody and/or wetland, please ensure that you have accurately measured the shortest distance 
from each structures or addition to the high water mark of the waterbody and/or wetland and specified 
this measurement on the application form. If the structure includes a deck or stairs and it is closer to 
the waterbody, please measure from the deck or stairs edge. 

If your property does not abut and/or include any waterbody or wetland features, please indicate N/A. 

13. New Structures 
Please check the appropriate box. 

If you are proposing to build a brand new structure, or demolish and rebuild/expand an existing 
structure please complete this section.  

If you are proposing an addition to an existing structure please complete Section 11 instead. 

14. Property Servicing  
This section addresses the access to, and servicing available/proposed for the property. If you are 
proposing to change or add any services, please describe the details of the proposal in Section 9 and 
include these details on your technical drawing. 

For each section (water, sewage etc.) please check the appropriate box.

15. Previous Applications 
If there has ever been another application under the Planning Act for the property, please check the 
appropriate box and provide the details of the application (if applicable). 

16. Authorization for Agent 
Fill out this section only if you are authorizing another person to complete this application process on 
your behalf. The information on the person authorized as agent must be detailed in Section 2. 

17. Permission to Enter Subject Lands 
This is a required portion of the application. Please read carefully and ensure this section is signed by 
the owner. A site visit will be completed by County and/or Township planning staff, a Committee of 
Adjustment member or staff of any required commenting agencies/departments. 

18. Acknowledgement of Additional Requirements 
This is a required portion of the application. Please read carefully and ensure this section is signed by 
the owner or applicant. 

19. Agreement to Indemnify 
This is a required portion of the application. Please read carefully and ensure this section is signed by 
the owner. The application will not be processed without its completion.  

20. Declaration for the Prescribed Information  
This is a required portion of the application. This section must be signed and witnessed by a 
Commissioner of Oaths (or Notary Public). You may bring it in to your local Township office for 
signature or find a commissioner on your own (e.g. Clerk in local township office, lawyer). 

Do You Still Have Questions? 
For more information and guidance with regards to Minor Variance Applications, contact the planning 
department through the online Planning Inquiry Form (Link). 


