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Terms of Reference Design 
Brief 

 
 
Description: 
A Design Brief is the core submission document that illustrates how the development is designed to work 
with its existing and planned context, to improve its surroundings and also demonstrate how the proposal 
supports the overall goals of the Official Plan, relevant secondary plans, Council approved plans and 
design guidelines. The purpose of the Terms of Reference is to assist the applicant to organize and 
substantiate the design justification in support of the proposed development and to assist staff and the 
public in the review of the proposal. 
 
Authority to Request a Design Brief: 
The Planning Act gives municipalities the authority to require that a Design Brief be prepared. Under 
Sections 22(4), (5) and Section 41(4) of the Planning Act, a Council has the authority to request such 
other information or material that the authority needs in order to evaluate and make a decision on an 
application. Section 5.2.6 of the Official Plan sets out the general requirement for a Design Brief. 
 
Preparation: 
The Design Brief should be signed by an urban designer, licenced architect, landscape architect, or a full 
member of the Canadian Institute of Planners. 
 
When Required: 
A Design Brief is required for the following planning application: 
• Site Plan Control 
 
A Scoped Design Brief* is required when the following planning applications are applied for and not 
accompanied by a Site Plan Control application: 
• Official Plan Amendment 
• Zoning Bylaw Amendment (exception: a change in use which does not result in an increase in height 

or massing) 
 
The requirement and scope of a Design Brief will be determined at the formal pre-application consultation 
meeting. Should an application be required to go to the Urban Design Review Panel (UDRP), the Design 
Brief may be submitted as part of the submission materials to the panel. 
 
Contents for Design Brief Submissions: 
A Design Brief will contain and/or address the points identified during the pre-consultation meeting. 
Failure to address the critical elements identified in the pre-consultation meeting may result in the 
application being considered incomplete. 
 
 
* A Scoped Design Brief is composed of: 

• Section 1 should be combined into the Planning Rationale submission, and 
• Section 2 items will be confirmed in the pre-application consultation meeting. 
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Terms of Reference Design 
Brief 

 
 
SECTION 1 
 
The Application Submission: 
Not Required Required 

State the: type of application, legal description, municipal address, 
purpose of the application and provide an overall vision statement and 
goals for the proposal. 

 
Response to City Documents: 
Not Required Required 

State the Official Plan land use designation for the subject property and 
demonstrate how the proposal conforms to the Official Plan as it relates 
to the design of the subject site. Reference specific policy numbers from 
the Official Plan to show consistency. Justify areas of non-compliance 
and explain why there is non-compliance. 
 
State the applicable plans which apply to the subject proposal: 
community design plan, secondary plan, concept plan and design 
guideline. Reference the relevant design related polices within the 
applicable Plans/Guidelines and provide a comprehensive analysis as to 
how the proposed development incorporates the objectives or why it does 
not incorporate the objectives. 

 
Context Plan: 
Not Required Required 

Provide a contextual analysis that discusses/illustrates abutting 
properties, key destinations and linkages within a 100 m radius (a larger 
radius may be requested for larger/more complex projects), such as 
transit stations; transportation networks for cars, cyclists, and 
pedestrians; focal points/nodes; gateways; parks/open spaces; 
topography; views towards the site; the urban pattern (streets, blocks); 
future and current proposals (if applicable), public art, heritage resources, 
etc. 
 
Photographs to illustrate existing site conditions and surrounding 
contexts. Include a map pinpointing (with numbers) where each photo is 
taken and correspond these numbers with the site photos. Arrows 
illustrating the direction the photo is taken is also useful. 
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Terms of Reference Design 
Brief 

 
 
SECTION 2 
 
The Design Proposal: 
The purpose of the Design Proposal is to show the building elevations, exterior details, transitions in form, 
treatment of the public realm and compatibility with adjacent buildings, using 3-D models, illustrations, 
diagrams, plans, and cross sections. Referencing Official Plan, Section 5.2.1; as determined at time of 
pre-application consultation meeting, submissions will need to address the following in the form of 
labelled graphics and written explanation: 
 
Massing and Scale 
Not Required Required 

Images which show:  
Building massing – from: 
• at least two sides set within it current context (showing the entire 

height and width of the building) OR 
• all four sides set within it current context (showing the entire height 

and width of the building). 
 
Views – of the entire block, from: 
• at least two perspectives to show how the proposed building is set 

within its current context OR 
• all four perspectives to show how the proposed building is set 

within its current context. 
 
Building transition – to adjacent uses, with labelled explanation of the 
transition measures used. 
 
Grading – if grades are an issue. 
 
Alternative building massing – additional imagery and site layouts 
considered and provide justification for the ultimate proposal sought. 

 
Public Realm 
Not Required Required 

Labelled graphics and a written explanation which show: 
Streetscape – cross sections which illustrate the street design and right of 
way (referencing the City’s design manuals). 
 
Relationship to the public realm – illustrating how the first few storeys of 
the proposed development responds to and relates to the existing context 
(e.g. through a podium plan and first floor plan). This is to include detailed 
explanation on: 
• Architectural responses 
• Landscaping details 
• Public art features (in accordance with Official Plan, Section 4.11) 
• For developments in Design Priority Areas, detail the building and 

site features, (in accordance with Official Plan, Section 4.11) which 
will enhance the public realm. Provide explanation for features 
which are not provided. 
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Terms of Reference Design 
Brief 

 
 
Building Design 
Not Required Required 

Labelled graphics (e.g. building elevations and floor plans) and a written 
explanation which document the proposed exterior architectural details 
and design in accordance with Official Plan, Section 5.2.1). 
 
For high-rise development applications, detail the building design and 
massing and scale elements and how they relate to the proposed high-
rise development (in accordance with Official Plan, Section 5.2.1). 

 
Sustainability 
Not Required Required 

Any sustainable design features to be incorporated, such as green roofs 
or walls, sun traps, reflective or permeable surfaces. 

 
Heritage 
Not Required Required 

How the building relates to the historic details, materials, site and setting 
of any existing historic resources on or adjacent to the subject property (if 
applicable). 

 
Additional Contents: 
Some proponents may be requested to provide submission material which complements the Design Brief. 
These additional requirements could be incorporated into the Design Brief submission for ease of review. 
These will be identified at the time of pre-consultation meeting: 
 
• Site Plan 
• Landscape Plan 
• Plan showing existing and proposed servicing 
• Shadow Analysis 
• Wind Analysis 
 
Submission Requirements 
• Six hard copies and one digital copy 

4 
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GENERAL NOTES

1. CONTRACTOR IS RESPONSIBLE FOR ALL LAYOUT FOR CONSTRUCTION.

2. ALL ELEVATIONS ARE GEODETIC AND UTILIZE METRIC UNITS.

3. JOB BENCH MARK - CONFIRM WITH JIC LTD.  PRIOR TO UTILIZATION.

4. ALL DIMENSIONS ARE IN METERS UNLESS OTHERWISE STATED. ALL DRAWINGS SHOULD NOT BE SCALED

BY THE CONTRACTOR. ANY MISSING OR QUESTIONABLE DIMENSIONS ARE TO BE CONFIRMED WITH THE

CONSULTANT IN WRITING.

5. CONSTRUCTION SHALL BE IN ACCORDANCE WITH CITY OF OTTAWA AND ONTARIO PROVINCIAL STANDARD

DRAWING SUPPLEMENTS WHERE APPLICABLE AND ONTARIO PROVINCIAL STANDARDS SHALL APPLY

WHERE NO CITY STANDARDS ARE AVAILABLE.

6. ANY DISCREPANCIES, INTERPRETATIONS, CHANGES AND ADDITIONS TO THESE DRAWINGS MUST BE

BROUGHT TO THE ATTENTION OF THE ENGINEER, WHEN NOTED AND BEFORE PROCEEDING WITH

CONSTRUCTION WORKS.

7. REFER TO ARCHITECT'S SITE PLAN FOR BUILDING DIMENSIONS AND SITE LAYOUT  DIMENSIONS AND

LAYOUT INFORMATION SHALL BE CONFIRMED PRIOR TO COMMENCEMENT OF CONSTRUCTION.

8. REFER TO THE LANDSCAPE ARCHITECT'S PLAN FOR SIDEWALK, PATHWAYS, PLANTING AND OTHER

LANDSCAPE FEATURE MATERIALS AND LOCATIONS.

9. FOR GEOTECHNICAL INFORMATION REFER TO THE GEOTECHNICAL INVESTIGATION REPORT PREPARED

BY GEMTEC CONSULTING ENGINEERS AND SCIENTISTS LTD. DATED OCTOBER 2020.

10. ALL DISTURBED AREAS TO BE REINSTATED TO EQUAL OR BETTER CONDITION. ALL NEW WORK SHALL TIE

INTO EXISTING.

11. ALL GROUND SURFACES SHALL BE EVENLY GRADED WITHOUT PONDING AREAS AND WITHOUT LOW

POINTS EXCEPT WHERE APPROVED SWALE OR CATCHBASIN OUTLETS ARE PROVIDED.

12. ALL EDGES OF DISTURBED PAVEMENT SHALL BE SAWCUT TO FORM A NEAT AND STRAIGHT LINE PRIOR

TO PLACING NEW PAVEMENT.

13. CONTRACTOR IS TO COMPLY WITH THE CITY OF OTTAWA REQUIREMENTS FOR TRAFFIC CONTROL WHEN

WORKING ON CITY STREETS.

14. ALL MATERIAL SUPPLIED AND PLACED FOR PARKING LOT AND ACCESS ROAD CONSTRUCTION SHALL BE

TO CITY OF OTTAWA AND OPSS STANDARDS AND SPECIFICATIONS  UNLESS OTHERWISE NOTED

(CONSTRUCTION OPSS 206, 310 & 314  MATERIALS OPSS 1001, 1003 & 1010).

15. THE CONTRACTOR SHALL CONFIRM LOCATIONS AND ELEVATIONS OF EXISTING SERVICES AND

STRUCTURES TO BE CONNECTED TO AND EXISTING SERVICES THAT MAY BE DAMAGED OR CAUSE

CONFLICTS PRIOR TO CONSTRUCTION OF ANY NEW SEWER, WATER AND/OR STORM WATER WORKS. THE

ENGINEER SHALL BE INFORMED IMMEDIATELY OF ANY ERRORS, DISCREPANCIES, CONFLICTS, OMISSIONS

ETC THAT ARE FOUND. DO NOT CONTINUE CONSTRUCTION IN AREAS WHERE DISCREPANCIES APPEAR

UNTIL SUCH DISCREPANCIES HAVE BEEN RESOLVED.

16. THE CONTRACTOR SHALL PROTECT ANY SUCH EXISTING SERVICES & FACILITIES. SUCH REQUIRED

MEASURES INCLUDE, BUT ARE NOT LIMITED TO: ENSURE ALL CONCERNED UTILITIES HAVE LOCATED

THEIR PLANT PRIOR TO ANY EXCAVATING, LOCATE AND FLAG/PAINT THE LOCATIONS OF OTHER U/G

PLANT WHICH MIGHT BE DAMAGED BY EXCAVATION AND CONSTRUCTION TRAFFIC, HAND DIG IN

PROXIMITY TO EXISTING BURIED SERVICES TO LOCATE THEM WITHOUT ANY RESULTING DAMAGE, BRACE

AND SUPPORT WHERE REQUIRED.

17. THE CONTRACTOR SHALL IMPLEMENT BEST MANAGEMENT PRACTICES FOR THE PROTECTION OF THE

AREA'S DRAINAGE SYSTEM AND THE RECEIVING WATERCOURSE DURING CONSTRUCTION ACTIVITIES.

THIS INCLUDES LIMITING THE AMOUNT OF EXPOSED SOIL, USING FILTER CLOTH UNDER GRATES OF

CATCHBASINS AND MANHOLES AND INSTALLING SILT FENCES AND OTHER EFFECTIVE SEDIMENT TRAPS.

THE CONTRACTOR ACKNOWLEDGES THAT FAILURE TO IMPLEMENT APPROPRIATE EROSION AND

SEDIMENT CONTROL MEASURES MAY BE SUBJECT TO PENALTIES IMPOSED BY ANY APPLICABLE

REGULATORY AGENCY.

18. DESIGN ELEVATIONS GIVEN ON THESE PLANS ARE TO BE ADHERED TO WITH NO CHANGES WITHOUT

PRIOR WRITTEN APPROVAL  BY JIC LTD. SURFACE PONDING STORAGE VOLUMES AND INLET CONTROL

DEVICE DIMENSIONS MUST COMPLY WITH THE DESIGN REPORT PREPARED BY JIC LTD. FOR THIS

PROJECT.

19. THE CONTRACTOR IS RESPONSIBLE FOR AND SHALL PROVIDE FOR DEWATERING, SUPPORT AND

PROTECTION OF EXCAVATION AND TRENCHING AS WELL AS RELEASE OF ANY PUMPED GROUND WATER

IN A CONTROLLED AND APPROVED MANNER. THE CONTRACTOR SHALL APPLY FOR A PERMIT TO TAKE

WATER FROM THE MINISTRY OF ENVIRONMENT IF MORE THAN 50,000 LITERS PER/DAY OF GROUNDWATER

IS PUMPED FOR CONSTRUCTION ACTIVITIES.

20. FOR TOPOGRAPHICAL INFORMATION REFER TO PLAN PREPARED BY ANNIS, O'SULLIVAN, VOLLEBEKK LTD.

FOR LEGAL PROPERTY LINE DESCRIPTIONS.

21. CITY INSPECTOR IS TO NOTIFIED OF ANY WORKS IN THE ROW WITH SUFFICIENT NOTICE.

22. CLAY SEAL TO BE AS PER OPSD 802.095.

23. SHOULD ANY CONDITIONS AT THE SITE BE ENCOUNTERED WHICH DIFFER FROM THE TEST LOCATIONS

IDENTIFIED IN THE GEOTHECHICAL REPORT, GEMTEC'S GEOTHECHNICAL ENGINEER IS TO BE NOTIFIED

IMMEDIATELY IN ORDER TO PERMIT REASSESSMENT OF THE GEOTECHNICAL RECOMMENDATIONS.

PAVEMENT SPECIFICATION

FOR THE ACCESS ROADWAYS AND PARKING LOTS, THE

FOLLOWING MINIMUM PAVEMENT STRUCTURE SHOULD BE

USED:

· 100 MILLIMETRES OF HOT MIX ASPHALTIC CONCRETE, OVER

· 150 MILLIMETRES OF OPSS GRANULAR A BASE, OVER

· 450 MILLIMETRES OF OPSS GRANULAR B, TYPE II SUBBASE

THE HOT MIX ASPHALT SHOULD CONSIST OF THE FOLLOWING

LAYERS:

· 40 MILLIMETRES OF SUPERPAVE 12.5 (TRAFFIC LEVEL B),

OVER

· 60 MILLIMETRES OF SUPERPAVE 19.0 (TRAFFIC LEVEL B)

LEGEND: 

BUILDING SETBACK LINE

PROPERTY LINE

LIGHT DUTY PAVING

CONCRETE PAD OR SIDEWALK

HEAVY DUTY PAVING

NEW BUILDING AREA (FOOTPRINT)

PROPOSED CONCRETE CURB

C/C OR D/C

PROPOSED FIRE ROUTE (USING HEAVY

DUTY PAVING)

PROPOSED CONCRETE CURB WITH

CURB CUT OR DEPRESSED CURB

PROPOSED SANITARY MANHOLE

PROPOSED CATCH BASIN MANHOLE

PROPOSED CATCH BASIN

PROPOSED VALVE & BOX

PROPOSED STORM MANHOLE

1.9%

83.25
PROPOSED GRADES

EXISTING ELEVATION TO REMAIN

PROPOSED SLOPE

OVERLAND FLOW ROUTE

EXISTING ELEVATION FROM SURVEY

PONDING AREA

PARKING DETENTION

Ponding Area No. Area (m²) Depth (m)

"Volume

(m³)"

"HWL

 (m) (100yr)"

A1 206.00 0.13 8.93 83.48

A2

1036.00 0.23 79.43 83.48A3

162.00 0.23 12.42 83.48

TOTAL VOLUME: 102.21

PRINCIPAL ENTRANCE TO THE BUILDING

BARRIER FREE LOGO (PAVED ON

ASPHALT)

EXISTING MANHOLE

EXISTING CATCH BASIN

EXISTING FIRE HYDRANT

EXISTING WATER VALVE

EXISTING DOUBLE CATCH BASIN

EXISTING VALVE CHAMBER FOR WATERMAIN

EXISTING FIRE HYDRANT VALVE

A4

54.00 0.08 1.44 83.48
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WORK RM
10'0" x 12'0"

RECEPT.
19'10" x 17'0"

OFFICE
10'0" x 12'0"

M.W.R

W.W.R

U.W.R.

JAN.

VEST.

9'10" x 16'5"

OFFICE
10'0" x 12'0"

SENIOR
PASTOR
175 sq.ft

CLASSROOM #3
14'4" x 20'8"

KITCHEN
23'6" x 19'8"

FOYER
1506 sq.ft

SANCTUARY
2809.3 sq.ft

(239 Seats)

PLATFORM
785 sq.ft

CLASSROOM #1
& OVERFLOW SEATING

14'5" x 31'6"
(60 Seats)

OFFICE
10'0" x 12'0"

SOUND

CLASSROOM #2
& OVERFLOW SEATING

14'5" x 31'6"
(60 Seats)

WR WR

OFFICE
10'0" x 12'0"

OFFICE
10'0" x 12'0"

STOR.LUNCH RM
130 sq.ft

COATS
10'0" x 11'6"

CLASSROOM #4
14'4" x 20'8"

CLASSROOM #5
14'4" x 20'8"

NURSERY
14'4" x 20'8"

STORAGE
12'3" x 19'8"

USHER

STORAGE
112 sq.ft

ELECT.
112 sq.ft

BUILDING FOOTPRINT    1337.1 sq.m.     14,391.3 sf

FELLOWSHIP HALL
36'1" x 65'0"

2840.00

DATE:
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MATERIAL LEGEND

VALUE MATERIAL DESCRIPTION

1 ASPHALT SHINGLES - TIMBERLINE HD CHARCOAL

2 SIDING - PREFINISHED ALUMINUM PANEL - WOOD
GRAIN (WALNUT).

3 SIDING - HARDIE PANEL VERT. SIDING SELECT CEDAR
MILL BOARD & BATTEN AND TRIM - MONTEREY TAUPE

4 STONE MASONRY VENEER - PERMACON LAFITT STONE
- RANGE NEWPORT GREY

5 CLEAR ANODIZED ALUMINUM WINDOWS C/W CLEAR
FLOAT DOUBLE GLAZING.

6 PRECAST ARCHITECTURAL STONE TRIM.

7 ENTRANCE WINDOWS - WHITE PREFINISHED THERMAL
BROKEN ALUMINUM STOREFRONT SYSTEM W/
DOUBLE-GLAZED INSULATED CLEAR GLASS

8 DOORS - HOLLOW METAL INSULATED DOOR & FRAME
WHITE

9 STUCCO - CHARCOAL, COLOUR TO MATCH FACIA

10 LOUVERS - FYPON DECORATIVE ROUND LOUVER
CHARCOAL

11 SIGNAGE - PREFINISHED ALUMINUM CHARCOAL

12 POURED CONCRETE FOOTING & FOUNDATIONS.

13 FASCIA, GUTTER, DOWNSPOUTS & SOFFIT -
PREFINISHED ALUMINUM CHARCOAL

14 FINISHED GRADE AT BUILDING.
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