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                                                                                                             VANCOUVER FIRE RESCUE SERVICES 
Occupant Load Permit 

 

Back to FAQs 

Occupant Load 

Online Application Instructions 
 
These instructions are for customers who want to apply for the Occupant Load Permit 
using the City of Vancouver’s online system. 
 
Intended Document Use:  

 Click on the FAQ hyperlinks below to take you to the applicable section in the 
document 

 Click on the button, located on each page, to come back to this 
section 
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How do I create an online account? 

To create a new online account or to sign in as an existing user, go to 
vancouver.ca/permits/apply.  
 

Step 1: Select Create an Account. 
 
 
           
      
 

 
 
 
 
 

 
 
 
Step 2: Complete all the fields marked with a red asterisk (*). Click on Finish 
Registration.  

 
a. Create your account 

 
 
 
 
 
 
 
 
 
 
 

b. Your Information 
 
 
 
 
 
 
 
 
 
 

http://www.vancouver.ca/permits/apply
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c. Security Question and Finish Registration 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

Step 3: Activate your account. After creating your account, you will receive an email 
with instructions to activate your account. Be sure to check your Junk or Spam folders if 
you can’t find the email in your Inbox. 

 
a. Select click here in the email. 

 
 
 
 
 
 
 
 
 

b. Enter the password you used to create your account and select Activate. 
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Step 4: Complete your profile. To be able to apply for permits, you’ll first have to 
complete your profile. Click on the Profile link. 
 
 
 
 
 
 
 
 
 
 
For more information on how to create an account, click here. 

 

 

 
 

 

Where can I get help with logging into my account?  

For login help, please click here. If you are still having issues, please phone us at 604-
873-7611 or email us at permits@vancouver.ca 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://plposweb.vancouver.ca/Public/Help/topics/gensec/gensec_create_your_account.htm
https://plposweb.vancouver.ca/Public/Help/topics/gensec/index.htm?gensec_forgot_your_password.htm
mailto:permits@vancouver.ca
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How do I apply online for the Occupant Load Permit? 

Please note that only the red asterisk (*) fields are required to complete the application.  
 

Step 1: Select Apply. 
 

 
           

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Scroll down and select Occupant Load under Fire Permits. 
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Step 3: Read the application instructions and then scroll down.  
 

 
 
 
 
 
 
 
 
 
 

Step 4: Enter a description of the work that will be done and then click Next.  
 

 
 
 
 
 
 
 
 

 
 
 
 
 

 

Step 5: In the Address field, type in a civic address and click Search. Remember to use 
the format as indicated in the instructions. Add in the Specific Location as needed.  
Note: search results will display in a new window. To see the search results, please 
disable your popup blocker or allow popups from this site.  
 

Tip: Use W or E instead of West or East, except for West Boulevard and East 
Boulevard 

 Examples: 
o For West Boulevard, type West B 
o For West Broadway, type W Broadway 
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Step 6: Select the check box next to the correct address and click Select.  
Note: For residential strata buildings, scroll to the bottom of the list and the address that 
corresponds with your strata number.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

 

 

 

 

 

 

 

 
 
 
 

Step 7: If applicable, select the Primary Address from the drop-down menu.  
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Step 8: If you've followed the Location instructions and can't find your address, check 
the Non-Addressed Location box, then type the address under Location Description. 
 
 
 
 
 
 
 
 
 
 

Step 9: Click the Next button to continue.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 10: Enter the total number of Occupants and select either Yes or No for the 
Amendment only option. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 

 

DOC/2020/232950                                                                                                                                                                                9 
Updated: 2020-10-19 

Back to FAQs 

Step 11: Add the specific room/area usage and the respective occupant numbers. Click 
on the Add Specific button. 
  

 
 
 
 
 
 
 
 
 

 
 

Step 12: Select the applicable room/area usage from the drop-down list and enter the 
number of occupants in the Quantity field. Click the Next button to continue. 
 

 
 
 
 
 
 
 
 
 
 

Step 13: If applicable, add any additional contacts and then click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

00 

 



 
 
 
 
 

 

DOC/2020/232950                                                                                                                                                                                10 
Updated: 2020-10-19 

Back to FAQs 

Step 14: You will see a list of documents to attach. You will be required to attach the 
Occupant Load Details and Small Floor Plan documents. Scroll down. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 15: Click on the Upload Documents button. Make sure your popup blocker has 
been disabled. 
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Step 16: Drag and drop the required documents into the grey space or click on the 
+Add files button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 17: Select the Attachment Type from the drop-down list and enter a Description. 
Add another document by repeating Step 16. 
 

 
 
 
 
 
 
 
 
 
 

Step 18: After you have added all the required documents, click on the Start upload 
button. 
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Step 19: Your uploaded documents will appear with a Pending status. Note: Your 
documents have not yet been submitted for review. Click on the Next button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 20: Review the declaration message and click the Pay Fees & Submit Application 
button. 
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Step 21: Enter your credit card information and then click Process Transaction. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: You will see this confirmation screen after you have successfully submitted your 
application. Note: the confirmation screen only means your application has been 
submitted for review. It is not a permit and it does not authorize you to do any work. You 
will receive an email once the Occupant Load Certificate, Permit and Accepted Plans 
have been issued.  
 
You can download your receipt by clicking on the link or you can view the details and 
status of your application by clicking on the click here link. 
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How do I view the Occupant Load Certificate, Permit and accepted COV plans? 

Step 1: You will receive this email once the Occupant Load Certificate, Permit and 
accepted COV plans have been issued. Click on the link in the email and sign into your 
online account. 
 
 

 

 

 

 

 

 

 

Step 2: Click on the Documents tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Step 3: Click on the red icon to open the document. 
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How do I submit additional information? 

Step 1: You will receive the email below if City staff require additional information from 
you. Click on the Click Here link.  
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

Step 2: After you log into your account, you will see this screen. The instructions will be 
in the Additional Information requested section. Enter a response and upload the 
required documents. Once you are done, click on the Submit Further Information button. 
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How do I request a change to my Permit or Occupant Load Certificate? 

You would have to submit a new application and then select Yes for the “Is this for an 
Amendment Only” option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How are the fees calculated? 

Visit the website for up-to-date fee information: https://vancouver.ca/doing-
business/occupant-load-permit.aspx  
 
 
 
 
  

https://vancouver.ca/doing-business/occupant-load-permit.aspx
https://vancouver.ca/doing-business/occupant-load-permit.aspx

