
Applicant applies for a 
road closure

Application reviewed 
for completeness (PP & AA)

File Created 
Paper and Electronic (AA)

Principal Planner prepares a 
report and recommendations 

for Council (PP) 

Road Allowance
Closure

Application complete 
Application scanned to 

electronic file (AA)

Application Incomplete 
Application returned 
to applicant for more
information (PP & AA)

Internal Circulation:
CAO, Dir. PW, Dir. Finance, 

Fire Chief, CBO

Council considers public, 
agency and staff comments/
recommendations (Council)

Decision made by Council
to approve or deny the application. 

(Council) 

Applicant provides deposit
 for costs

Responses received by the
Principal Planner (PP)

Decision saved electronically
Cityview and Property File/GIS

(AA)

Administrative Assistant (AA)

Applicant / Public

Council

Principal Planner (PP)

Principal Planner & Administrative Assistant (PP & AA) 

Council & Clerk 
Prior to external circulation

Application circulated to internal and external 
agencies requesting comments  (PP & AA)

Decision made by Council
to seek further staff 

and/or agency input (Council) 

External Contacts:
Union Gas, Lakeland Power, 

Lakeland Networks, Bell, 
Cogeco, Vianet

Obtain survey, notify public of 
closure meeting (PP) 

(posted in Paper)
Public responses received 

by the Principal Planner (PP) 

Principal Planner prepares a 
report and recommendations 

and draft by-law for Council (PP) 

Council considers public, 
agency and staff comments/
recommendations (Council)

Decision made by Council
to approve or deny the application. 

(Council) 

Decision made by Council
to seek further pubic, staff 

and/or agency input (Council) 

Notify the applicant of the 
decision, if approved provide

by-law to solicitor for registration (PP) 


