
CITY OF COURTENAY 
Building Division 

830 Cliffe Avenue 

Courtenay, BC  V9N 2J7 
Email: building@courtenay.ca

Requirements For 

Secondary Suites 

“Secondary Suite” means a dwelling unit which isΥ

(a)   ŀŎŎŜǎǎƻǊȅ ǘƻ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳǎŜ ōŜƛƴƎ ƳŀŘŜ ƻŦ ǘƘŜ ƭƻǘ ǳǇƻƴ ǿƘƛŎƘ ǘƘŜ ǎŜŎƻƴŘŀǊȅ ǎǳƛǘŜ ƛǎ ƭƻŎŀǘŜŘΣ ŀƴŘ
(b)   ƭƻŎŀǘŜŘ ǿƛǘƘƛƴ ŀ ōǳƛƭŘƛƴƎ ƻŦ ǊŜǎƛŘŜƴǘƛŀƭ ƻŎŎǳǇŀƴŎȅΦ

SECONDARY SUITE APPLICATION SUBMISSIONS FOR BUILDING PERMIT
 Building Permit Application (please ǳǎŜ the digital Building Permit Application CƻǊƳ)

 Copy of Certificate of Title όŀǎ ǇŜǊ .ǳƛƭŘƛƴƎ .ȅƭŀǿ bƻΦ оммпΣ нлноΤ /ƛǘȅ {ǘŀŦŦ ŀǊŜ ŀōƭŜ ǘƻ άǇǳƭƭέ ǘƛǘƭŜ ŦƻǊ 
your application, a charge will be applied ǿƘŜƴ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ .ǳƛƭŘƛƴƎ 5ƛǾƛǎƛƻƴύΦ

 Plans showing all the required information:

• Floor plans drawn to scale showing
o The overall floor plans for the existing building with dimensions;
o Fire separation location, rating and construction details;
o Fire resistance rating and details of load bearing elements (walls, beams, columns);
o Proposed sound rating assemblies and details;
o Heating and ventilation details όƻƴŜ ǊƻƻƳ ŀǘ нсϲ/ ǘƻ ōŜ ƳŀƛƴǘŀƛƴŜŘύ;
o Suite layout showing room uses, door sizes and swing, bedrooms, etc. with dimensions
o Bedroom window sizes, including location and dimensions of window wells;
o Smoke alarm locations and type
o A site plan showing the access to the Secondary Suite             

 

 

https://www.courtenay.ca/assets/Departments/Development~Services/Building%20Permit%20Application%20(Bylaw%203001)%20Fillable.pdf
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In Addition to the above submission requirements, please refer to Zoning Bylaw 2500, 2007, Section 6.19.1 for additional conditions applicable to Secondary Suites.
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Bedroom #2

Media Room - part of main dwelling unit

Covered Patio

Furnace

HWT

Bedroom #1

Unexcavated area

    Kitchen

Suite area is 916 square feet (85 sq metres)
area of building is 2766 sq. ft.

Suite takes up 33% of total floor area (maximum is 40%)

Photoelectric Smoke 
Alarm - Interconnected 
with photoelectric alarm 
located in main dwelling 

Ionization Smoke Alarm 
(interconnected to 
bedroom alarms)

Minimum bedroom window 
opening size is .35m2 (3.75 sq. 
ft.) with no dimension less than 
380mm (15").

Principal exhaust fan is to run continuously and 
have a maximum sound rating not exceeding 1.0 
sones.  Passive exterior air inlets are required in 
all bedrooms and one in a common living area.  If 
the suite is using a "Central Recirculation 
Ventilator System", an additional fan will be 
required to supply air to bedrooms as well as the 
common living space.

Optional laundry facilities.

Rangehood to vent to exterior.

Required exit door must swing on a vertical 
axis.

Optional access door between suite 
and dwelling ; 20-minute rated door 

Air cannot be circulated between 
dwelling units.  Suite must have it's 
own separate heating system.

30-minute fire-resistant rating required on
walls and ceilings.  Shading denotes rated
fire separation. Minimum 1/2" Type X drywall
for walls (both sides) &  5/8" Type X
Fireguard for ceilings.

Basement floor layout

Ionization smoke alarm interconnected to 
upstairs alarm.

Peephole or clear glass required.
Minimum door width is 810mm
(32").

Carbon Monoxide 
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connected to 
om alarms)

Bedroom #1

Photoelectric Smoke 
Alarm - Interconnected
with photoelectric alarm
located in main dwelling 
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opening size is .3
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Hardwired CO alarm 
(required for  solid-fuel-
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Suite takes up 33% of total floor area
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Example 

Fire Separation Example
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