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BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL
PROCESS NAME: INSPECTIONS – CARRYING OUT
PROCESS CHART/PURPOSE: UNDERTAKING AN INSPECTION
KEY PROCESS OWNER: SENIOR BUILDING OFFICER INSPECTIONS

Is 
all work in 

accordance with 
consent 
plans?

Undertake inspection
As per appropriate 

checklist

T-25
Building 
consent

administration

T-30.2

Inspections -
booking 

procedure

Are site 
personnel on 

site?
NO

Advise client
and cancel inspection

NO

Do 
discrepancies cause 
non-compliance or 

concern?

YES

Fail inspection
Record details 

of visit on both site 
and Building Consent 

Authority records

Advise client any 
actions necessary
Provide standard 

handout

YES

Clarify any 
discrepancies 

noted

NO

Items 
checked comply 

with Building 
Code?

NO

YES

NO

YES

T-31 & T-31.1

Notice to fix

YES

Any 
conditions 

restricting building 
work?

YES

NO

Complete 
inspection using 

appropriate 
checklists

Record details of 
inspection on site and in 

Building Consent Authority 
records, noting any 

documentation required in 
support of inspection

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative

T-05

Project file

T-25
Building 
consent

administration

T-25
Building 
consent

administration

Building official 
receives 

list of daily 
inspections

Record on 
inspection checklist 

and hand to site 
personell/client

Can work 
proceed subject to 
compliance failure 

being
inspected

NO

Can inspection
be completed in 
absence of site 

personnel or 
client

YES

YES

Is a notice to fix 
required in place of a record 

on inspection sheet with 
request to remedy

VERSION: 3.0
PAGE: 1 OF 1
PROCESS CODE: T-30.3

Introduction Date: 25 May 2006
Issue Date: 5 March 2007
Review Date: 5 September 2007

BCA 
function

TA
function


