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Study Overview 
 

 

• The City of Pembroke Building Department is responsible for the review and approval of 

new buildings, additions, renovating or altering existing buildings, plumbing, septic 

systems, and temporary structures building plans to ensure compliance with the Ontario 

Building Code (OBC). 

• The main purpose of the Building Code is to protect public health, safety and general 

welfare as it relates to the construction and occupancy of buildings and structures. 

• The Ontario Building Code Act allows municipalities to recover the cost of this service 

through the establishment of building permit fees based on the anticipated reasonable 

cost of the municipality to administer and enforce the building code during construction.  

• Leading practice research in Ontario suggests that municipalities should undertake a 

comprehensive review of building permit fees every four to five years to help ensure that 

the building permit fees keep pace with the cost of providing this service. 

• Since the last comprehensive review of building permit user fees, there have been new 

legislative and regulatory requirements and significant increases in construction activity. 

These changes have resulted in increased costs as a result in the number and complexity 

of building permit applications. 
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            Review Process 
 

The fee review process included the following tasks: 
 

• Review of legislative requirements; 
 

• Review of construction activity and revenue trends; 
 

• Process mapping and time estimates; 
 

• Revenue validation of proposed fees against projected expenditures; and 
 

• Benchmarking of fees with other municipalities. 
 
 
 
            Guiding Principles 
 

Based on the requirements of the Act, the following Guiding Principles were established to 

calculate the building permit fees and fee structure: 

 Building permit fees are fair and equitable; 
 

 A rational basis to determine fees and the fee structure if possible. 
 

 Fees are set to recover the anticipated full cost of service; and 
 

 Fees are compliant with all relevant legislative and regulatory requirements. 
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Legislative Review 
 

• The authority to charge for building permits is contained in Section 7 of the OBC Act. This 

Section of the Act permits a Council of a municipality to pass a by-law to establish building 

permit fees. 

• This section of the Act also outlines three elements that municipalities must adhere in the 

establishment of building permit fees. The elements are fairness and equity, 

accountability, and transparency. 
 

Fairness and Equity 

• Section 7(2) of the Act states that the amount of the fees must not exceed the anticipated 

reasonable costs of the municipality to administer and enforce the Act. 

• Municipalities are expected to calculate both the direct costs required to operate the 

building plans examination and inspection service and indirect costs related to all other 

municipal departments who provide support services to the building department. 

• Building permit fees can also include a component designated for a reserve fund. 

Accountability 

• Section 7(4) of the Act requires that the municipality shall prepare a report every 12 

months that contains such information as may be prescribed about any fees authorized, 

the costs to administer and enforce the Act and the balance of the Building Permit Reserve 

Fund. The annual report must be available to the public. 

Transparency 

• Where there is a proposed change to existing building permit fees or where new fees are 

proposed, section 7(6) of the Act requires that public notice be given at least 21 days prior 

to the proposed public meeting to be held. 

 
The regulations require the Building Department staff to issue permits within mandated time 

frames, perform mandated inspections and be certified to provincial standards. 
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              Building Department Services and Other Support Services 
  

The City's Building Department provides a very important service to the public by 

ensuring that buildings meet the requirements of the Ontario Building Code. Safe 

buildings are paramount and due diligence exercised in enforcing the Code helps to 

protect the municipality from exposure to liability. More importantly, they provide 

assurance to homeowners and businesses that construction meets safe construction 

standards and that matters of energy efficiency, structural integrity, weather 

resistance, fire safety etc. have been met. 

 
In the City of Pembroke, the building inspection function is carried out by staff in 

the Building Department. This consists of the following staff classifications: 

• Chief Building Official 

• By-law Enforcement Officer (time shared between By-law Enforcement and Building) 

• Planning Technician (time shared between Planning and Building 

Departments) 

 
The role of the Chief Building Official (CBO) is set out in the Building Code Act 
(Section 1.1 (6)) 

It is the role of a Chief Building Official, 

a) to establish operational policies for the enforcement of this Act and the 
building code within the applicable jurisdiction; 

b) to co-ordinate and oversee the enforcement of this Act and the building 
code within the applicable jurisdiction; 

c) to exercise powers and perform the other duties assigned to him or her 
under this Act and the building code; and 

d) to exercise powers and perform duties in accordance with the 
standards established by the applicable code of conduct 

 

The Act invests the CBO with the exclusive responsibility and sole discretion to issue 

or refuse a building permit. While a municipal council is required to appoint a CBO, 

the Council does not have the legislative authority to direct or interfere with the 

legislated responsibilities of the CBO to issue or refuse to issue a permit or an Order 



City of Pembroke - Building Permit Fees 
 

 

6 | Permit Fees Report  

 

  

related to enforcement of the Ontario Building Code. The independence of the role 

of a CBO is unique in municipal government, but is intended to ensure that the 

administration and enforcement of the Building Code Act and Ontario Building Code 

is carried out with due diligence, with consistency and with a high degree of 

technical and professional competence. The significance of the CBO’s role is 

reinforced by the rigorous training and certification program administered by the 

provincial Ministry of Municipal Affairs and Housing. Properly qualified staff is 

essential to ensuring safe construction and safe buildings throughout the City. The 

CBO reports to the Director of Planning, Building and By-law Enforcement. 

Consequently, the continued financial support of Council in ensuring that the CBO 

and other staff have access to ongoing training and professional development is 

vital to a high quality of building construction in Pembroke. 
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               Building Permit Process 
The following outlines the typical process of submitting an 

application and obtaining a building permit in the City of 

Pembroke. Applicants who may be unfamiliar with the process 

are encouraged to pre-consult with Building Department staff 

prior to completing an application. The objective is to 

streamline and make the process more user-friendly to the 

applicant and to expedite and improve the efficiency with 

which an application is processed. 

 
The Building Department issues an application package 

primarily digitally using Cloudpermit, or physically as a handout 

which is designed to assist a potential applicant with 

understanding not only the process but what information may 

be required to filing an application (i.e. building drawings, 

approvals from other agencies, fees and charges). 

The building permit process is governed by the Building Code Act; 

for example: 

permits must be issued within a prescribed timeline (i.e. a permit for a single 

detached dwelling must be issued within 10 business days of the receipt of a 

complete application). Timelines also apply to the inspection process. The City’s 

Building Department consistently meets the timeline requirements. 

 

Phase 1 - Application Submission 
Steps in Phase 1: 

• The application is typically submitted either online using Cloudpermit,  
or directly to the Planning Technician, for them to upload on  
applicant’s behalf. 

• Application form is reviewed for completeness (i.e. owner and 
designer information, location, property assessment roll number, 
purpose, details of the building plans, site plan, etc.) 

• Building drawings checked to ensure they coincide with application 

Figure 1 – Illustrates the 
building inspection sequence: 
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form. 
• Applicant is advised of the steps in the review process. 
• A building file is established in Cloudpermit to electronically record 

permits and inspection tracking. 
• CBO will start the review process.  External approvals may be 

required; however the building permit is not issued until all 
applicable approvals are in place. 

 
 

Phase 2 - Application Review 
Steps in Phase 2: 

• Building Department undertakes a detailed review of the building 
drawings (plan review) 

• Notations are made, and if necessary forwarded to the applicant for 
revision and re-submission. Review comments are typically sent to 
the contractor/owner. 

• Once the plan review is completed, the permit fee is calculated 
by the CBO and development charges are included, where 
applicable. 
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Permits must be issued within a prescribed timeline (i.e. a permit for a single 
detached dwelling must be issued within 10 business days of the receipt of a 
complete application). Timelines also apply to the inspection process. 

 
Phase 3 - Permit Issuance 
Steps in Phase 3: 

• Planning Technician prepares the permit, and CBO is notified 
over Cloudpermit regarding any questions with applicant. 

• Applicant is advised when the permit is ready  
electronically over Cloudpermit. 

• Applicant pays all applicable fees (i.e. Building Permit fee, 
Development Charges, plumbing permit fees, etc.) to the 
Treasury Department, which is then reflected in Cloudpermit 
with a corresponding Receipt number for reference of payment. 

• Applicant is advised of the requirements for inspections.  
 

The process is more protracted for non-residential permits given the increased 
complexity. The plan review process, for example, can take a few days to several 
weeks depending on the complexity of the project. The City relies on the designs and 
submission of reports from an architect/engineer where required by the Building 
Code Act. 
 
Phase 4 – Inspections 
Steps in Phase 4: 

• Inspections can be requested and booked over Cloudpermit by 
applicants. Inspections are requested by either phone, email, or 
directly over Cloudpermit’s direct messaging feature. 

• Inspections are conducted on a 'first-come', 'first-serve' basis. 
The number of inspections required for a new single 
detached dwelling typically includes 8-10 inspections 
(depending on the number of call backs) for all building 
systems. 

 
The Building Code Act requires the owner of a permit to notify the Building 
Department of readiness to inspect various stages of construction. The Building 
Department is required to carry out an inspection within 2 days of receipt of most 
notices; however, the inspection is often conducted the next day. 
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Inspections for a typical single detached dwelling typically include: 
• Footings prior to concrete pouring 
• Site servicing (by Operations Department before or after footings poured) 
• Foundation/pre-backfill 
• Framing 
• Insulation and air barrier/HVAC/mechanical rough-in 
• Exterior cladding 
• Occupancy 
• Final 
• Call-back inspections (1) (or more depending on the builder) 

 
Post-inspection: 

 
• Applicants are informed of inspection updates (eg, pass or fail) over 

Cloudpermit. Further inspections may be required where a particular stage of 
construction has not been completed or where construction must be brought 
into compliance with the Ontario Building Code. 

• Inspection reports are prepared for each inspection that has been conducted 
over Cloudpermit.  

• A copy of the inspection report is uploaded to Cloudpermit for the applicant 
to see. 

• File is closed once a final inspection is conducted and the inspector signs off 
on the construction project on Cloudpermit. 
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For complex buildings such as an apartment building or a commercial or industrial building, the 
number of inspections is dependent on the size and complexity of the building. The Building 
Department carries out inspections and considers required engineering compliance reports to 
address major components of construction. Plans examination and inspection services include 
attention to many systems including structural, occupant safety, fire safety and barrier-free 
requirements. Several systems such as structural, mechanical and fire safety systems are also 
reviewed and tested by owner-hired professionals. The CBO receives reports from those 
professionals which, along with the inspector's observations, form a part of the permit and the 
basis for eventual occupancy approval. 

 
Enforcement 
 
Enforcement is an integral component to the building inspection process since the intent of the 
Building Department is to achieve compliance with the Ontario Building Code. The philosophy of 
the Building Department is to achieve compliance through voluntary enforcement, or in other 
words, to work with the applicant and contractors to make changes or address deficiencies through 
on site inspections and notations on the inspection reports. The voluntary compliance, as the first 
line of enforcement, is highly effective and helps to maintain a constructive working relationship 
with applicants and the building industry. 
 
Letters are issued where construction is occurring without a building permit or where previous 
instructions to correct deficiencies requested by Building Department staff have not been carried 
out voluntarily. Orders have been issued for unsafe buildings. Where Orders are not complied with, 
the last resort in enforcement is legal action using the Provincial Offences Act process. 
 
The CBO has a good working relationship with contractors in the construction industry and his 
network of contacts among local builders. 
 
Support Services 
 
Support services or related services to the Building Department are provided by Council which 
include the CAO, Clerk, Planning, Treasury, Human Resources, Fire, Operations and IT departments. 
Council is responsible for establishing policies and adopting by-laws. The CAO oversees the 
management of staff and policy formulation process while the Clerk prepares by-laws and Council 
agendas and is the custodian of municipal records. The Treasury Department is responsible for the 
posting of fees, ledger, budget, payroll and audit functions. Other support services include 
IT/systems support, HR for personnel matters, Fire for fire related building construction and access, 
and Operations Department for site servicing. 
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2 Construction Activity and Reserve Analysis 
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              Historical Construction and Revenue Trends 
 

• Prior to undertaking a review of the building permit fees, it is necessary to gain an 

understanding of the trends in terms of total construction activity, type of construction 

activity and associated permit fee revenues and expenditures. 

• Trends in construction activity and associated permit fee revenues are important to 

understand as these trends have an impact on the financial position of the Building 

Department. 

• Table 1 below reflects the construction value by type of application for the 5-year period from 

2021 to presently in 2025. 

Construction Value by Type of Application (2021-2025) 

τΤαΤαβλε  

 

 

 
 

 

 

 

 

 

 
• The value of total construction activity has fluctuated due to larger institutional projects, such 

as Marianhill in 2022-2023. At current projections, 2025 is set to surpass 2024 residential 

permit construction value, while already surpassing the previous year’s commercial permit 

construction value. 

• Table 2 and Figure 2 illustrates the tracking of the 2025 building permits below reflects the 

construction value by type of application for the 5-year period from 2021 to presently in 2025. 

  The next table is the detailed 2025 Building Department activity report.  

Table 1 
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Figure 2 
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             Building Reserve Fund Analysis 
 

• The Pembroke Building Department is similar, to most Ontario municipalities and operates as 

an “Enterprise Model,” meaning that all costs associated with the enforcement of the Ontario 

Building Code Act are recovered from building permit fees. There should be no tax levy impact 

to taxpayers. 

• Optimally, under an Enterprise Model, revenues and expenditures are matched on an annual 

basis, however construction activity is highly cyclical and building operations do not have 

sufficient elasticity to adjust operating expenditures to quickly align with the fluctuations in 

building activity. 

• To spread the impact of market fluctuations across an economic cycle and fund one-time 

capital expenditures, the Building Code Act allows municipalities to establish a Building 

Reserve Fund. 

• The Building Reserve Fund can only be used for costs associated with the enforcement of the 

Building Code. Sufficient funds in the Reserve provides the Municipality with the flexibility 

needed to manage construction downturns, staffing levels and changes in legislation and the 

funding of periodic capital expenditures. 
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Direct Costs 
 
Direct Costs are the costs associated with the front line delivery of the Building Department 
services to the public.  Functions such as receiving the building permit application, plan review, 
field inspections, enforcement and administration are included in these deliverable services. The 
cost for the delivery of these services is set out in Table 3 for 2025. Direct costs refer to the 
employee costs (salaries, wages, and benefits), materials and supplies, services and rents that are 
typically consumed directly by involved departments.  Direct Costs in Table 3 includes salaries and 
benefits of $210,475 and administration or overhead costs of $70,960 for a total of $281,435. 
 

            Identify the Full Cost of Service 
 

*The table below provides a summary of the Building Department’s 2025 budgeted direct costs of 
the service.  
 

Table 3 - 2025 Building Department Direct Operating Expenditures 
 

 
Protective Inspection 

 
2025 Budget 

Salaries & Benefits  $210,475 
 $14,500  
 $13,280 
 $19,222 
 $17,658  
 $1,300   

$5,000  

Contracts 
Lease/Rental 
Intra Municipal Purchases 
Materials & Supplies 
Membership 
Staff Education/Training 
Total Expenses $281,435  

 
 

o Salaries and benefits – these include salaries, wages and benefits related to the staff 

directly involved in the inspection and plans examination process. 

o Intra Municipal Purchases – these include administrative and management costs that 

generally do not directly perform the actual inspection or plans examination process such 

as expenses related to Corporate Departments (Finance, IT and Accommodations). 

o Other – The remaining costs include contracts, materials and supplies, lease/rental, 

memberships and staff training. 
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Indirect Costs 
 
An Activity Based Costing (A.B.C.) methodology review includes not only the direct cost of providing 
service activities but also the indirect support costs required to provide services to the public.  
Direct costs are costs that are incurred by other municipal functions or departments in the 
municipality which support the Building Department.  These include costs of Council, the CAO, 
Clerk, Finance, IT services and Operations Department. 
 
This information is structured to distinguish between the salary and benefit costs derived from the 
time allocated by various municipal staff and the costs of overhead.  These costs are then added 
together to derive the total Indirect Costs for the support services provided to the Building 
Department.  
 
The costs reflect the salary and overhead for all staff which provide support services to the Building 
Department.  Salary costs are computed on the basis of 2025 rates to which additional payroll costs 
were added to reflect statutory and municipal benefits (ie. CPP, EI, WSIS, health benefits, OMERS, 
etc.)  The rates were calculated on a cost per hour basis.  The overhead costs were also calculated 
on an estimated hourly basis, by dividing the total eligible overhead costs by the estimated number 
of regular hours worked by staff and Council respectively attributable to the delivery of Building 
Department related services.  The Indirect costs or salary, benefits and overhead were calculated 
as $46,826 for 2025. 
 
The next table (Table 4) provides a summary of the Indirect Costs associated with the City of 

Pembroke’s Building Department.  

 

Table 4 - 2025 Building Department Indirect Operating Expenditures 
 

 
Protective Inspection 

 
2025 Budget 

Salaries & Benefits (based on review 
and administration time of 1%-3% of 
Support Staff i.e. Operations, Fire, IT, 
Treasury, CAO, etc.).  

 $39,229  
  
  
 $7,597 

 
Administration Costs (Costs of 
Overhead) 
Total Expenses $46,826 
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Direct & Indirect Costs 
 
The combined Direct and Indirect costs of administration and enforcement have been calculated in 
Tables 3 and 4. The Direct Costs are $281,435 and the Indirect Costs were calculated as $46,826 
  
The total combined estimated Direct and Indirect Costs per the requirements of Section 7 of the 
Building Code Act are calculated as $328,261 (ie $281,435 + $46,826 = $328,261).  These costs are 
considered to be the recoverable costs in establishing the building permit fee level. 

 
Building Code Act Reserve Fund  

 
Although the Building Code Act does not prescribe a specific methodology for determining an 
appropriate reserve fund, municipalities have developed building permit reserve funds with the 
aim of providing service stabilization. 
 
The City of Pembroke has a reserve fund for the Building Department of $8,492 as of December 31, 
2024. It is recommended that 5% be added to the building permit fees so that amount is then 
transferred to the City’s Building reserve. This calculation adds 5% to the cost of the permit and is 
designed to offset the fluctuation in permit fee revenues in less active years.   The addition of a 5% 
reserve fund levy would increase the cost of a building permit for a 2,000 square foot single 
detached dwelling by $148.00.  Based on the building department revenues generated in 2024, an 
additional $7,995 could have been generated for the building reserve fund.  
 
Without such a reserve fund, reduced permit volumes during a downturn could result in severe 
budgetary pressures.  This target has been established by examining the decrease in building 
permit activity in comparison with long-range averages to inform the reserve funds that would be 
required to fund and maintain service capacity over that period. This reserve can only be used for 
building inspection related costs. 
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3 Comparison of Peer Municipalities 
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The City’s ranking in comparison to other neighbouring and similar sized municipalities in Ontario 
has been assessed for common permit types under the current fee schedule - shown in Table 5. 

 
 

  

Table 5 
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o The City of Pembroke is situated approximately midway between the other 

municipalities survey in relation to building department fees.  

o Of note: staffing levels of the Building Department in Pembroke is 1.25 individuals (1 

Chief Building Official and one part-time inspector, who is a full-time By-Law 

Enforcement Officer) compared to other municipalities such as Petawawa, and Arnprior 

who have 2 full-time staff for similarly comparative workload and population. 

o The City’s current fees would be insufficient to fund the full cost of service or make 

contributions to the reserve fund for service sustainability. It should be noted that 

detailed discussions were held with staff with respect to the ability of the current staff 

compliment to be able to process the increased permit volumes. It was determined that 

due in part to the technology improvements that have been made staff have sufficient 

capacity to accommodate the increased permit volumes. 

o Department staff were asked to review the time they commit to each building permit, 

and the approximate percentage of time committed to each permit from submission of 

permit application to completion is illustrated in Figure 3: 

 
  

83%

11%

6%

AVG. DEPT. STAFF TIME COMMITTED TO EACH PERMIT

Building (CBO/Inspector) Planning (Planner) Admin (Planning Tech.)

Figure 3 
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Building Permit Fee Calculation 
 

The steps to determine a proposed building permit fee structure included the following activities: 

 

 
 

Table 6 illustrates the cost recovery assessment of the current building permit fees and the building 
permits issued in 2024.  This table indicates whether the City’s Building Department received a 
surplus or deficit for each building category.  Most categories are in a deficit position meaning the 
Department is not capturing enough revenue for full cost recovery.    

 
 

 Identify the full cost of service (Direct and Indirect Costs) 
 

 Process mapping and time estimates 
 

 Calculate full burden hourly rates for each staff member 
 

 Develop financial model to calculate fees 
 

 Validate revenue 
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Cost Recovery Assessment of Current Building Permit Fees 2024 
 

Costing 
Category 
Group 

Direct Costs 
per permit 

Indirect 
Costs per 
permit 

Total Costs 
per permit 

Annual 
Revenue 

Cost 
Recovery 
Rate 

Surplus/ (Deficit)  

Residential 
(24 permits) 

$2,771.76 $211.91 $2,983.67 $59,299.87 82.8% ($12,308.23) 

 

Residential 
Alterations, 
Finishing 
Basements 
and ARUs 
(35 permits) 

$2696.64 $211.91 $2,908.55 12,077.93 11.9% ($89,737.01)  

Residential 
Decks, 
Porches, 
Accessory 
Buildings and 
Garages 
(38 permits) 

$2,321.04 $105.96 $2,427.00 $7,034.66 7.6% ($85,191.34) 

Non-
Residential 
New 
Construction 
or Addition  
(5 permits) 

$4,649.76 $211.91 $4,861.67 $26,382.47 108% $2,074.12 Surplus 

Non-
Residential 
Interior 
Finishing, 
Renovations 
and Accessory 
Buildings 
(17 permits) 

$2,696.64 $174.19 $2,870.83 $41,625.84 85.3% ($7,178.27) 

 
 
 
 
 
 
 

Table 6 
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Demolitions 
(18 permits) 

$1,374.16 $132.04 $1,506.20 $15, 783 58.2% ($11,328.66) 

 

Building 
Department 
Fixed Staffing 
Costs 

$184,820 $60,505 $245,325 N/A 0% ($85,413) 

 

You will note from this Table that the existing fee structure for the City of Pembroke’s Building Department 
does not achieve full cost recovery for the services rendered. Also, the present Building Department 
reserve of just over $8,000 does not provide adequate protection in lean building years.    

The Act permits all costs associated with the enforcement of the Ontario Building Code Act are recovered 
from building permit fees.  There should be no tax levy impact to taxpayers. In this case there is an impact 
to the taxpayer as the City’s current building permit fees do not generate revenue sufficient to sustain the 
operational costs of the department.   

Further the Act allows municipalities to establish a Building Reserve Fund to provide the city with flexibility 
needed to manage downturns in the construction industry.  It is recommended that an additional 5% be 
added to each permit fee and this 5% is added to the City’s existing Building Department Reserve Fund.  
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4 Building Permit Fees 
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Table 7 illustrates the existing building permit fee for each construction category in the City’s Building Department 
Fee by-law along with maximum proposed fees and recommended fees as well as showing what the proposed 5% 
reserve fee would be, if implemented. 
 
 

 
Category 

 
Fee Description 

 
Current Fees 

 
Maximum 
Proposed 

Fees 

 
Recommended 

Fee 

 
Reserve Fee – 

5% with 
Recommended 

Fee 
New Construction   
A.1. Assembly Occupancies 

- Group A 
$1.26/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

Remains 
same due to 
surplus; 
however, can 
be increased 
since not 
reaching 
maximum 
amounts of 
other classes 

$1.48/ft2 $370 for a 
5,000 square 
foot restaurant 
 

A.2. Institutional 
Occupancies - Group B 

$1.26/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

Remains the 
same due to 
surplus; 
however, can 
be increased 
since not 
reaching 
maximum 
amounts of 
other classes 

$1.48/ft2 $740 for a 
10,000 square 
foot hotel.  
 

A.3.a. Single Family, Semi -
detached, duplex 

$1.33/ft² of building floor 
area. Minimum fee of 
$1,879.43. 

$2.18/ft2  $1.48/ft2  
Min. fee of 
$2,100 

$148 for a 
2,000/sq. ft. 
single 
detached 
dwelling 
 
 

A.3.b. Multiple $1.33/ft² of building floor 
area. Minimum fee of 
$1,879.43. 

$2.18/ft2 
 

$1.48/sq. ft. 
Min. fee of 
$2,100 

$148 for a 
2,000 sq. foot 
apartment 
building 
 

A.3.c. Mobile Home $1.33/ft² of building floor 
area. Minimum fee of 
$1,879.43. 

$2.18/ft2 $1.48/sq. ft. 
Min. fee of 
$2,100 

$74 for a 1,000 
sq. foot mobile 
home 
 

A.3.d. Residential Additions 
and Major Alterations 

$0.89/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

$2.36/ft2 
 

$1.48/sq. ft. 
Min. fee of 
$2,100 

$222  for a 
3,000 square 
foot addition 
 

A.4. Business & Personal $1.26/ft² of building floor Remains the $1.48/sq. ft. $296 for a 

2025 Building Department Fees 
(Amended from By-law 2018-01 Schedule “A”) 
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Services Occupancies - 
Group D 

area plus an 
administrative fee of 
$50.00. 

same due to 
surplus; 
however, can 
be increased 
since not 
reaching 
maximum 
amounts of 
other classes 

4,000 sq. ft. 
doctor’s office 
 

A.5. Mercantile 
Occupancies - Group E 

$1.26/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

Remains the 
same due to 
surplus; 
however, can 
be increased 
since not 
reaching 
maximum 
amounts of 
other classes 

$1.48/sq. ft. $1,480 for a 
20,000 square 
foot 
department 
store 

A.6. Industrial Occupancies 
- Group F 

$1.26/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

Remains the 
same due to 
surplus; 
however, can 
be increased 
since not 
reaching 
maximum 
amounts of 
other classes 

$1.48/sq. ft. $3,700 for 
50,000 square 
foot processing 
plant 

A.7.a. Tents $187.95 $360 $250 $12.50 

A.8.a. Accessory Buildings 
(Garage, carport, 
deck, porch, patio, 
sunroom, shed, 
boathouse, other 
accessory building) 

$0.64/ft² of building or 
structure area. Minimum 
fee of $187.95 each. 

$1.23/ft2 of 
building or 
structure 
area.  
Minimum fee 
of $250 

$0.75 sq. ft. 
with minimum 
fee of $250 

$12.50 with 
minimum fee 
of $250 

A.8.b. Swimming Pools 
(above-ground pool 
and fence) 
 
 

$187.95 $360 $250 $12.50 

Alterations & Repairs   
B.1.a. Assembly Occupancies 

- Group A 
$1.07/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

$1.24/ft2  $1.17/sq. ft. $234 for a 
4,000 sq. ft. 
non-residential 
building 

B.1.b. Institutional 
Occupancies - Group B 

$1.07/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

$1.24/sq. ft. $1.17/ft2  $117 for a 
2,000 sq. ft. 
non-residential 
building 

B.1.c. Residential 
Occupancies - Group C 
- alterations, 

$0.64/ft² of building or 
structure area. Minimum 
fee of $187.95 each. 

$7.74/sq. ft. $1.00/sq. ft.  
Minimum fee 
of $250 

$25 for a 500 
square foot 
deck 
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renovations, repairs, 
retrofitting, addition 

B.1.d. Industrial Occupancies 
- Group F 

$1.07/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

$1.24/ sq. ft. $1.17/ft2  $234 for a 
4,000 sq. ft. 
non-residential 
building 

B.1.e. Minor Alterations - 
Groups A, B, D, E & F 

$0.51/ft² of building floor 
area plus an 
administrative fee of 
$50.00. 

$1.24 sq. ft. $0.95/ft2  $248 for a 
4,000 sq. ft. 
non-residential 
building 

B.1.f. Alterations & Repairs 
to existing buildings or 
building systems not 
provided for above 

$12.53 for each 
$1,000.00 of construction 
value or part thereof as 
determined by the Chief 
Building Official in 
addition to an 
administrative fee of 
$50.00 each. 

$12.53 for 
each 
$1,000.00 of 
construction 
value or part 
thereof as 
determined 
by the Chief 
Building 
Official 

$12.53 for 
each $1,000.00 
of construction 
value or part 
thereof as 
determined by 
the Chief 
Building 
Official  

 

B.2. Fireplace, woodstove, 
insert, chimney. Solid 
fuel appliance, stand 
alone plumbing, HVAC 
or mechanical, 
banking machine 

$62.67 $360 $250 $12.50 

B.3. Construction of 
barrier free facility 

nil Nil nil nil 

B.4. Sewage Disposal 
System 

$626.50 $700 $700 $35 

B.5. Basic Plumbing Fee $62.67 Remove  - 
falls under 
Alterations 
and Repairs  
 

 nil 

Demolition   
C.1. 1. Part 9 (Residential) $187.95 for the first 

1,000 ft² and $0.20 for 
every additional ft² to a 
maximum of $626.50. 

$770.00 $300 $15 

C.2. 2. Other (non-
residential) 

$626.50 $1,227.71 $700 $35 

Miscellaneous   
D.1. Partial Occupancy $187.95 $225 $200 $10 
D.2. Change of Use $187.95 $225 $200 $10 
D.3.a. a. Transfer Permit $187.95 $225 $200 $10 
D.3.b. b. Deferral of Permit $187.95 $225 $200 $10 
D.4. Move a building $187.95 $225 $200 $10 
D.5. Conditional Permit, 

Temporary Permit 
$187.95 $225  $200 $10 

D.6. Conditional Permit 
Agreement 

$187.95 $225 $200 $10 

D.7. Occupancy Permit $187.95 $225 $200 $10 
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(residential) 
D.8. Occupancy Permit 

(non- residential) 
$187.95 $225 $200 $10 

D.9. Foundation only 15% of applicable class 
above 

15% of 
applicable 
class above 

15% of 
applicable 
class above 

5% of building 
permit fee 

D.10. Alternative Solution 
Review 

$626.50 $700.00 $700 $35.00 

D.11. Major Revision to 
Building Drawings 

10% of original permit fee 10% of the 
original 
permit fee 

10% of the 
original permit 

5% of the 
building permit 
fee 

D.12. Secondary Residential 
Unit Create 

N/A (suggest similar to 
Brampton) 

$200 $200 $10 

D.13. Refundable Building 
Deposit Fee 

N/A (suggest similar to 
Whitewater Region 
where the full amount of 
the deposit be refunded 
if the project is 
completed within 2 years 
of the date the permit 
was issued. After that 
period, and without any 
further notice, the entire 
original deposit is 
retained for 
administrative purposes.) 

City can 
charge any 
fee it feels 
appropriate 

$150 N/A 

D.14. Solar Panels N/A (charge a fee for 
solar panels to be 
installed on property) 

$320 $320 $16 

Administrative   
E.1. Occupant Load 

Inspection and Report 
$187.95 $225 $200 $10 

E.2. Re-inspect, defective 
and incomplete work 

$56.40/hour $75.12/hour $75.12/hour $3.76/hour 

E.3. After Hours Inspection $56.40/hour, minimum 2 
hours 

$75.12/hour,  
Minimum 2 
hours 

$75.12/hour, 
minimum 2 
hours 

$3.76/hour 

E.4. Inspection for Unit 
Removal 

$93.97 flat fee $150 $150 $7.50 

E.5. Compliance and other 
reports (fire, occupant 
load, LCBO, zoning, 
reports to other 
agencies, solicitors 
and real estate firms, 
file retrieval or 
research) 

$125.29 base fee + 
$56.40/hour for reports 
or actions exceeding 3 
hours in preparation 

$150 base 
fee plus 
$75.12/hour 
for reports or 
actions 
exceeding 
three hours 
in 
preparation 

$150 base fee 
plus 
$75.12/hour 
for reports or 
actions 
exceeding 
three hours in 
preparation 

$7.50 + 
$3.76/hour 
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5 Summary and Recommendations 
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Summary 
 

• The Ontario Building Code Act is the provincial regulation that sets the 

uniform and minimum standards required to be adhered to in the 

construction of buildings and structures. 

• The main purpose of the building code is to protect public health, safety and 

general welfare as it relates to the construction and occupancy of building 

and structures. 

• Municipalities are permitted to recover the cost of building services through 
building permit fees.  By increasing the fees and the reserve fund will allow the 
building department to be more sustainable and not provide an additional 
financial burden to annual City budget.  

 
• The recommended building permit fees will be competitive with 

municipalities with similar activity levels. 

• It is also recommended that annual inflationary increases be applied to all 

building permit fees to ensure that they keep pace with expenditure 

increases. 

• Based on projected activity levels, the projected fees will provide for full cost 

recovery of the anticipated expenditures, however as mentioned earlier, 

they are not sufficient to meet the minimum reserve policy requirement. 

 
 
Recommendations 

 
• That Council adjust the building permit fees as presented.  This is an attempt to 

receive more revenue to get closer to achieve full cost recovery and be less of a 

burden to the taxpayers of the City of Pembroke. By increasing the fee to the 

recommended amount, based on 2024 permits, this could generate an additional 

$45,113.64 in permit revenue. 
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• That Council continues to adjust the fees annually based on the Statistics Canada 

Consumer Price Index (CPI %). 

 

• That the City adopt a policy to set their Building Code Act Reserve Fund for service 

stabilization by adding 5% to the cost of a building permit.  Based on the building 

department revenues generated in 2024, an additional $7,995 could have been 

generated for the building reserve fund. 

 

• Utilize a fee for creation of Secondary Residential Units (similar to what Brampton 

enforces with a $200 registration fee). 

  

• Utilize Refundable Building Deposit Fees (similar to what Whitewater Region uses) to 

encourage applicants to finish their permit process in an expeditated fashion (and if 

not completed by a certain timeline, those funds go to the Building Reserve Fund). 

 

• Create a building permit fee for the installation of solar panels. 
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End of Report.
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