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BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL  
PROCESS NAME:  COMPLAINTS PROCESS 
PROCESS CHART/PURPOSE: DEALING WITH ERRORS DISCOVERED IN PLANS 
AFTER CONSENT ISSUED
KEY PROCESS OWNER: TEAM LEADER BUILDING

Error discovered
on site in consent 

plans

T-03

Customer 
enquiry

Other

Should 
stop work 
notice be 
issued?

Issue notice to 
client

YES
Record details of 
non-compliance 
and discuss with 
Senior Building 
Officer (Vetting)

Complaint 
assessed by 
Team Leader 

Building

NO

T-30.3

Inspections -
carrying out

Are
any in-house 

corrective actions 
required?

Advise (TBA) if 
actions necessary

YES

Audit

Internal audit

Identify non-
compliance and
determine way 

forward

Are 
amended 

plans 
required?

YES OR NO

Amended plans 
to be processed 

before work 
continues

Amended 
plans received 
and approved 
(if applicable)

T-19

Consent 
processing

T-21

Amendments

NO

RECEIVED

Non-compliance 
resolved

YES OR N/A
Building work 
can resume 
(if stop work

notice issued)

Was a 
Licensed 

Building Practitioner
involved in the non-

compliance
(design)?

Is 
legal action 
necessary?

YES

Record details of 
inquiry. 

T-05

Project File

T-38

Enforcement

T-31

Notice to fix -
overview

Consider whether matter 
is relevant to  staff 

performance and take 
appropriate actions 

YES

YES OR NO

YES OR NO

Building official
to assess on site 

compliance

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative

YES OR NO

Note: The licensed building practitioners provision 
does not come into effect until 30 November 2009.

T-38

Enforcement

Advise client 
what and how 
issue will be 

resolved

VERSION: 2.0
PAGE: 1 OF 1
PROCESS CODE: T-42.2

Introduction Date: 5 October 2006
Issue Date: 5 March 2007
Review Date: 5 September 2007

BCA 
function

TA
function


