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SCHEDULE 'A' 

By-law 39 of 2019 
Property Standards By-law 

Policy 

1. COMPLAINT PROCESS 
The By-law Enforcement Officer will follow up on complaints which are received , 
in writing, at the Township office. A form is attached as "Schedule B" of this By­
law. The By-law Enforcement Officer shall keep the CAOrrreasurer updated 
throughout the entire process and seek direction from the same. 

2. PROPERTY FILE 
The By-law Enforcement Officer is required to open a Property standards file 
once a complaint has been received. Any documentation obtained during the 
course of the investigation must be retained in the file. A file record must be kept 
outlining any inspections conducted, phone conversations or documents issued 
regarding the Property. The file record is a confidential set of notes, which cannot 
be distributed to outside parties, but can be discussed with Council/Staff (in 
camera). 

3. COMPUTER PROPERTY FILE 
In conjunction with the Property file, the By-law Enforcement Officer must also 
open a Property file on the computer. This file will include the original file record, 
copies of all notices and orders, digital pictures and any email correspondence. 
The file record must include the roll number, municipal address, legal address 
and the Property Owners name and contact information. The file record must be 
signed and updated by the By-law Enforcement Officer throughout the entire 
process. 

NOTE: MPAC and/or tax bills are utilized for determining a Property 
Owner's information. In the event the service of informal notices and/or 
letters are not deemed served on the Property Owner, a title search may 
be conducted to obtain further information. A title search is conducted 
when the process is escalated to a formal Order. It is required by the 
Building Code to notify the Owner of the Property and any other Persons 
as deemed appropriate by the By-law Enforcement Officer, this 
Department is of the opinion the title would display all correct information. 

4. INSPECTION OF PROPERTY 
The By-law Enforcement Officer is required to attend the Property in order to 
conduct an inspection, determine the validity of the complaint and its non­
conformance with the municipal standards. The Building Code grants the By-law 
Enforcement Officer the authority to enter upon a Property, with proper 
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identification and at a reasonable time, for the purpose of determine if the 
Property conforms to the By-law. 

The By-law Enforcement Officer must record his/her notes in a notebook or on an 
inspection report. The notes must include the date, time, location and type of 
inspection. The By-law Enforcement Officer must record his/her observations of 
the violations on the Property. 

An inspection of the Property does not permit the By-law Enforcement Officer to 
enter a Dwelling. The Property Owner or tenant may provide authorization for this 
search. If voluntary authorization is not provided, the Building Code requires the 
By-law Enforcement Officer to obtain a Warrant for Entry and Search. 

5. INFORMAL NOTICES 
If, during the inspection, the By-law Enforcement Officer determines that the 
Property is in contravention of the By-law, the Officer may issue an Informal 
Notice. This Notice is not required according to the Building Code; however, the 
Township prefers an informal approach before an Order. The Informal Notice is 
not a legal document and no action can be taken from it. 

If a case should go to court, the issuance of an Informal Notice proves to the 
court that the By-law Enforcement Officer has been reasonable and given the 
Property Owner ample time to bring the Property in compliance with the By-law. 

Informal notices can also be given through general verbal discussions, provided 
accurate notes are taken and a follow up written document is provided to the 
individual confirming such discussions. 

6. FOLLOW UP INSPECTION 
The By-law Enforcement Officer must conduct a follow up inspection on or after 
the re-inspection date indicated on the Informal Notice. 

If, during the follow up inspection the By-law Enforcement Officer determines that 
all of the deficiencies outlined in the Informal Notice have been fixed and the 
Property is in compliance with the By-law, the By-law Enforcement Officer may 
conclude the file . 

If, during the follow up inspection the By-law Enforcement Officer determines that 
the Property still has outstanding deficiencies, he/she may proceed with an 
Order, if the CAO/Treasurer wishes him/her to move forward. 



7. ORDER 

Property Standards By-law 
By-law No. 39 of 2019 

Page 35 of 37 

Section 15.2(2) of the Building Code Act authorizes the By-law Enforcement 
Officer to issue an Order if the Property does not conform to the Property 
Standards By-law and shall include the following items: 

1. The address or legal description 
2. The date the notice was issued 
3. The name and address of the Property Owner 
4. The address of the Property in contravention 
5. The By-law and section which is being contravened 
6. Basic description of the deficiencies found during the inspection 
7. Basic description of the necessary Repairs or actions needed 
8. Indicate that if the order is not complied with, the Municipality may carry 

out the Repair or clearance at the Owner's expense. 
9. Date for re-inspection 
10. By-law Enforcement Officer's contact information 
11. Indicate their right to appeal the order and provide the final date for such 

an appeal and provide the application to carry out that right. 

The order shall be served on the Property Owner and a copy may be posted on 
site. 

The order may be registered to title. 

If, during the follow up inspection the By-law Enforcement Officer determines that 
all of the deficiencies outlined in the order have been fixed and the Property is in 
compliance with the By-law, the By-law Enforcement Officer may conclude the 
file. 

If, during the follow up inspection the Officer determines that the Property still has 
outstanding deficiencies, he/she may proceed with compliance, as per Section 8 
below. 

8. COMPLIANCE 
As per 15.3 (2) An order which has not been appealed is deemed to be 
confirmed . 

Section 15.4(1) Power of Municipality if the Order Not Complied With 
1. Authorizes the Officer that if an Order is served as per 15.2(2) and 

deemed confirmed the Municipality may cause the Property to be 
Repaired or demolished accordingly. 

2. Under 15.4(2), Warrantless Entry is permitted at any reasonable time in 
order to Repair or demolish the Property as required. 
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3. Section 15.4(3), No Liability to compensate the Property Owner for items 
removed . 

4. Section 15.4(4), Lien permissions granted to the Municipality to lien the 
Land for such Repairs or demolitions and it shall have priority lien status 
as per the Municipal Act. 

The By-law Enforcement Officer shall obtain quotes from several contractors and 
present to Council for approval. Provided a motion is passed in favour of 
proceeding with Repair or demolish, the By-law Enforcement Officer will 
commence the cleanup process. 

There is no requirement to notify the Property Owner the cleanup is going to take 
place under the Building Code. Due to basic health and safety reasons contact is 
not made with the individuals. 

There are no requirements under the Act to retain the items removed from the 
Property. The items have been deemed in contravention and are classified as 
waste, rubbish, debris, derelict and/or abandoned etc. and shall be disposed of 
accordingly. 

9. CONCLUSION OF FILE 
Upon conclusion of the file, the file record must be updated, closed and placed in 
the Property file for future reference. 
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Adelaide 
Metcalfe Property Standards By-law - Complaint Form 

This form is intended to confidentially collect complaint information, 
assess concerns and help determine possible resolutions. 

Complainant 

Your Name:* -----------------------------
Your Mailing Address:* _____________________ _ 

Your Telephone No.:* _____________________ _ 

Your e-mail:* -----------------------------
Subject Property 

Subject Property Address:* __________________ _ 

Owner's Name:* ----------------------------
Owner's Mailing Address:* ___________________ _ 

Owner's Telephone No.:* ____________________ _ 

Owner's e-mail:* ---------------------------
Complaint Details:* --------------------------

if you need more space, check here D and use the reverse side of this 
sheet. 
Collection of Information 
Personal informati on on this form is collected under the legal authority of the Municipal Act, S.O. 2001 , c.25, as amended and is intended to 
gather confidential complaint details. Collection of information is pursuant to Section 27 of the Municipal Freedom of Information and 
Protection of Privacy Act. For questions about how thi s information is collected, please contact the Township of Adelaide Metca lfe Clerk's 
Department. 






