
Change of Use Notification Procedure
Procedure for assessing a Change of Use notification under Sections 114 & 115 of the Building Act 2004 

Notification received for  
a Change of Use under  

Section 114 of the  
Building Act 2004:  

This may be provided on 
the Sec 115 Gap Analysis 

form or in writing.

Change of Use  
now complete.

Is all relevant  
information provided?

Yes

No

Yes

Yes

No

The Vetting Officer checks the 
Change of Use Notification  

includes all relevant information: 
Refer to Sec 115 Change of Use 

Notification Checklist / form.

Change of Use filed on  
property file: By BCO’s.

 Status for Change of Use 
changed to “accepted”:  

This will show on any print  
outs for the property.

Status for Change of Use changed 
to “accepted”: This will show on 
any print outs for the property.

Sec 115 decision made:
This states the Change of Use  

is accepted and included on the 
Form 7 and/or COU notification.

Status for Change of Use 
changed to “not accepted”: 
This will show on any print 

outs for the property.

If further information is required:
The Vetting Officer returns the  

notification to the applicant with  
the missing items highlighted  
on the checklist. The applicant 

should re- submit the notification 
when it is complete.

Is the change of  
use accepted?

COU letter generated:  
This advises the applicant the 

Change of Use is not accepted. 
If the applicant wishes to still 
continue with the Change of 

Use, they will need to  
resubmit a notification.

If all relevant information  
is provided: The CSO/Vetting 

Officer passes the Change of Use 
Notification on to BCA admin

The Change of Use
Notification will be assessed 

using the Sec 115 form:  
A file should be made  
available for the BCO

CSO/vetting officer passes 
Change of Use Notification on to 
a Processing Officer to process: 

Using the Sec 115 form.

Is the change of  
use accepted?

If accepted, the Change 
of Use will be completed 

on issue of the Form 5 for 
the building consent.

Is the Change of Use 
submitted along with a 

Building Consent?

The Change of Use
Notification should  

accompany the building 
consent: They will be  

assessed at the same time.

Requests for more  
information: These will  
be addressed through  
the RFI letter process  

for the consent.

No

No

Yes
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