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TERRITORIAL AUTHORITY FUNCTION: TECHNICAL 
PROCESS NAME: CHANGE OF USE 
PROCESS CHART/PURPOSE: ASSESSING APPLICATIONS INVOLVING 
A CHANGE OF USE
KEY PROCESS OWNER: SENIOR CONSENTS OFFICER

T-08

Project 
information 

memorandum

T-03

Customer 
enquiry

T-04

Building 
consent 

application

T-27
Compliance 
schedules -

overview

Identify change of 
use and consider 

implications

Add a household 
unit where a 

household unit did 
not exist before

Any other use 
(such as a change 
of purpose group)

Reference 
property file to 

check on existing

COMPLETED

NO

Are 
there any 

new or altered 
specified 
systems?

T-27.3
Amending a 
compliance 
schedule

Can 
compliance be 

achieved?

NEW

ALTERED

PROCESSED

Compliance with Building Code not
achieved but TA satisfied:

1. Alterations will improve means of escape 
or facilities for people with disabilities

2. Improvements outweigh detriments
3. Alteration would not otherwise take place

Application 
approved?

NO

YES

NO

T-08.1
Project information 

memorandum
- compiling

T-19

Consent 
processing

T-05

Project file

Sign off, date and 
record decision-
making process

Are premises 
open to public?

T-47

Certificate of 
public use

NO

YES

NO

PROCESSED

Any 
outstanding 
consents or 

permits?

YES

Arrange 
inspections 
and finalise

Territorial authority 
to provide written 

notification of 
refusal to owner

Territorial authority 
to provide written 

notification of 
approval  to owner

T-30.3

Inspections –
carrying out

T-19

Consent 
processing

T-21.1

Amendments

T-20

Subdivision –
PIM & BC 

requirements

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative

Must achieve 
compliance with 
Section 115 –
Building Act

YES
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