
IN
PU

TS
IN

SP
EC

TI
O

N
 P

R
O

C
ES

S 
–

R
O

LE
 O

F 
B

O
O

K
IN

G
 C

LE
R

K
O

U
TP

U
TS

BUILDING CONSENT AUTHORITY FUNCTION: TECHNICAL
PROCESS NAME: INSPECTION PROCESS – ROLE OF BOOKING CLERK
PROCESS CHART/PURPOSE: THE ROLE OF THE BOOKING CLERK 
WHEN TAKING INSPECTION BOOKINGS
KEY PROCESS OWNER: TEAM LEADER BUILDING

Customer advises when an 
inspection is required and 

the type of inspection

T-25
Building 
consent 

administration

Documentation

Siting Piling Slab or
subfloor

Masonry
walls and 
tilt slabs

Balcony 
framing and 

flashing

Pre-line 
and

flashings
Claddings

In-situ 
walls

Final

General knowledge 
of Building Act

and Regulations

General knowledge 
and understanding 

of exemptions

General 
knowledge of 
Building Code

Knowledge of 
requirements for issue 
of Code Compliance 

Certificate

Understand Building 
Consent Authority 
policy in relation to  

inspections

Understand 
notice to fix

Clear 
understanding of 

limitations of 
position

Footings and
underpinning

Water-
proofing DrainagePreclad

Post line
Tilt 

panels

T-03

Customer 
enquiry

Understand 
complaints 
procedure

Understand roles 
and responsibilities 

of position

T-30.2
Inspections -

booking 
procedure

T-42

Complaints
process

INSPECTION TYPES

KEY Process stage Process external 
to this document

Decision
Process stage 
described in 
narrative
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