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Licence Renewal Timelines

Approx. 6 months

Renewal Notice Issued by the Ministry
Prepare your application submission

6 months

Application for Licence 
Renewal Due Date

Licence
Expiry Date

Application Reviewed by Ministry
Renewed Licence Issued

Questions about the application process / application timing?  

Contact Christopher Manning at 
Christopher.Manning@Ontario.ca
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mailto:Christopher.Manning@Ontario.ca
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• Submit electronically, by email (MDWLP@ontario.ca) 
• Ensure your supporting information is organized and clearly identifiable 

(use the checklist in the application form).
• Communicate in advance if you have questions or expect delays in 

submitting a complete application.
• Include additional notes or information in a cover letter or the conveyance 

email.
• Include information about any administrative updates to your licence or 

permit in your cover letter (or reference an attachment in the cover letter) 
to ensure they are not missed.

Licence Renewal 
Best Practices

mailto:MDWLP@ontario.ca


Licence Renewal 
Application Requirements
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Submission Requirements

1. Application form

2. Updated Distribution System Map

3. Copy of Operational Plan(s)

4. Subject System Description Form

5. Accreditation Certificate(s)

6. Financial Plan (Council Resolution)

Also required (treatment systems)

1. Raw Water Assessment

2. CT Information

3. Copy of Permit(s) to Take Water



Licence Renewal 
Application Form
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• Streamlined to one page

 Information to identify the system

 Key contacts

 Supporting Information checklist

 Signature



Licence Renewal 
Distribution System Map
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• An electronic copy of your distribution system map should be submitted 
electronically in PDF format. This map should provide a graphical depiction of the 
water distribution system (e.g. a street map with watermains located and 
identified). These may be multiple files providing that all files, when combined, 
contain the entire watermain distribution system.

Note:

• You should already have one, as it is required to be submitted with each renewal.

• A copy should be submitted even if there are no updates.



Licence Renewal 
Copy of Operational Plans
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• The latest approved version of the operational plan(s) for your system.

• A copy of all operational plans is required 
(i.e., if there is more than one operating authority).

• Submitted plans should include all schedules and appendices.

Note:

• If you're working on an update that you think may be finalized / approved 
before your licence is renewed, let us know.



Licence Renewal 
Subject System Description Form
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Licence Renewal 
Accreditation Certificate
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• A copy of the accreditation certificate for all operational plans is required (i.e., if 
there is more than one operating authority).

Note:

• If the expiry date on the certificate has passed or is likely to pass before your 
licence is renewed, it is helpful to provide a description of accreditation 
activities that are in-process or expected to take place

For example:
- on-site audit took place on January 1, 2023 and re-accreditation is underway
- re-accreditation audit expected to take place in June 2023.
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VERY IMPORTANT
• Regulation requires a financial plan to be in place covering the required six year period 

BEFORE you submit the application for licence renewal.
• We cannot consider your application complete until this information is submitted.
• A licence cannot be renewed until the application is complete.
• Extensions to application renewal timelines are unlikely to be granted.

Licence Renewal 
Financial Plan (Council Resolution)

• Council resolution must indicate that financial plan is approved

• Include evidence that the financial plan covers the required six year period;

• If the council resolution indicates the date period, that is sufficient. If not, a copy of 
the financial plan or other supporting information should be provided.
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A raw water assessment is required for each water sources. The purpose of this 
assessment is to determine that the raw water has not changed significantly enough 
to warrant additional treatment.

 Should include a description of the source/intake, a summary of test results, 
and a conclusion that indicates if any changes, variation or deterioration has 
occurred.

 Note that you should have a good example to work from, as this is required 
every time you renew your licence.

 A template / example is also provided with the Renewal Application Guide

Licence Renewal 
Raw Water Assessment

Not required for stand-alone distribution systems
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A copy of the relevant section(s) of your operations and maintenance (O&M) 
manual that include CT Calculations is required.

 Condition 16 in Schedule B of the licence outlines specific requirements 
for the O&M manual.

 This includes a requirement for O&M manual to include a copy of the CT 
calculations used as the basis for primary disinfection.

Licence Renewal 
CT Information

Not required for stand-alone distribution systems
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A copy of any Permit(s) to take water (PTTW) issued for your system.

• You should also provide additional information if:

• Your PTTW will expire before the expiry date in your licence

• You have an application for a new PTTW

• You have applied to renew or amend an existing PTTW

• Additional information may include:

• A high level summary or description of the application(s)

• The date that you submitted the application(s)

• The application reference number(s), if available

Licence Renewal 
Permit(s) to Take Water

Licence Renewal 
Permits to Take Water

Not required for stand-alone distribution systems
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Updates to 
Licence and Permit

Conditions

Updates to the Municipal Drinking Water Licence and 
Drinking Water Works Permit Templates (standard 
conditions) are made before each round of licence renewals.

These changes are intended to:

 build-in clarifications provided on existing conditions.

 address issues / gaps that have been identified.

 provide flexibility, where practical.

 address changes in regulation, policy or ministry 
business processes



Drinking Water Works Permit Updates
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Schedule B:

 2.3 (disinfection procedures)

 4.2.11, 4.2.12 (pre-authorized alterations)

 5.4 (alterations, equipment with air emissions)

Note:

the permit and licence will also include minor 
administrative updates (e.g., spelling, numbering, 
formatting, minor re-wording, etc.)



Drinking Water Works Permit
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Schedule B, Condition 2.3

 Updated to enable transition to new 
procedures for disinfection replacing 
C652, C653 & C654.

 Allows for 6 month transition from initial 
publication and 6 months transition for 
any future updates.

 Ensures that transition is flexible and may 
take place any time within the 6 month
period.



Drinking Water Works Permit
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Schedule B, Condition 4.2.11, 4.2.12

 Alterations to fuel storage now pre-
authorized (note that this is linked to 
updated conditions in the licence 
regarding source protection).

 Addition of Director-authorized 
alterations, providing flexibility for 
alterations that fall outside the scope of 
those specifically pre-authorized in the 
permit.



Drinking Water Works Permit
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Schedule B, Condition 5.4

 Minor update to ensure that 
requirements align with O. Reg 419/05.



Municipal Drinking Water Licence Updates
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Schedule B:

 Definitions
 16 (operations and maintenance manual)
 17 (NEW, CT calculations)

Schedule C:

 1 (NEW, operational capacity / filtration performance)
 7 (harmful algal blooms)
 8 (source protection)

Schedule D:

 Regulatory Relief (NEW, continuous monitoring, chlorine residual)



Municipal Drinking Water Licence
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New Definitions
“Duty” means the unit installed and used in regular operation of the drinking water system. The duty unit 
is included in determining the design capacity calculation.

“Spare” means a separate unit that is not connected and can be installed and placed into operation when 
the Duty unit is out of service (not operational). The spare should be the same size or larger than the 
duty unit it may be replacing.

“Standby” means a separate unit that is connected for use and operation. The standby unit is available 
for operation when the duty unit is offline or out of service. The standby unit is not considered in 
determining the design capacity calculation, but should be the same size or larger than the duty unit it 
may be replacing.

* minor updates have also been made to some existing definitions, for clarity and accuracy.



Municipal Drinking Water Licence

21

Schedule B, Condition 16

 16.1 updated to clarify previous condition 
that required “all procedures to be 
implemented”.

 16.2 updated to clarify requirements for 
CT information in the O&M manual 
(note: this is linked to new conditions 
relating to CT)



Municipal Drinking Water Licence
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Schedule B, Condition 16 (continued)

 Updated conditions relating to 
maintenance and inspection of wells, 
specifying timeframes for above and 
below grade inspections.

 Flexibility for case-specific circumstances 
(i.e., more / less frequent) to be 
considered in individual licences where 
necessary.



Municipal Drinking Water Licence
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Schedule B, Condition 16 (continued)

 Requirement to inspect below grade 
components within 2 years if not 
inspected in the last 10 years.

 Transition timeframe of 1 year to develop 
and implement new procedures (well 
inspection schedule and procedure for 
review of information from well 
inspection) .



Municipal Drinking Water Licence
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Schedule B, Condition 17 (NEW)

 CT calculations incorporated into licence 
by reference (listing specific file or 
document).

 Requirement to have any updates to CT 
calculations reviewed by an engineer.

 Requirement to submit updated CT 
calculations to Director within 30 days of 
changes being implemented.



Municipal Drinking Water Licence
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Schedule C, Condition 1 (Operational Capacity)

 Conditions updated to add “operational 
capacity” in addition to rated capacity.

 Intended for situations where treatment 
processes limit flow to a value less than 
the rated capacity for the system.



Municipal Drinking Water Licence
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Schedule C, Condition 1 (Filtration Performance)

 Clarifies requirements for filter 
performance and continuous monitoring.

 Includes transitional timeline of 
approximately 1 year from issue date of 
the renewed licence.

 Timeline may be adjusted on a case-
specific basis.



Municipal Drinking Water Licence
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Schedule C, Condition 7 (HABs)

 Conditions in licence streamlined, focused 
on key compliance items

 Items that require system-specific 
interpretation transitioned to a new 
guidance document.

 Plan requirements have not substantially 
changed.



Municipal Drinking Water Licence

28

Schedule C, Condition 7 (continued)

Guide provides direction on:

 Annual implementation period for 
monitoring plan (i.e., Jun 1 to Oct 31)

 Areas for visual observation

 Pro-active sampling

 Reporting

 Sampling



Municipal Drinking Water Licence
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Schedule C, Condition 8 (Source Protection)

 Intent is to pre-authorize alterations to 
fuel storage tanks (not currently pre-
authorized).

 New requirement for baseline assessment 
of fuel storage that may pose a significant 
drinking water threat.

 New requirement to maintain assessment 
on an ongoing basis (document self-
screening of fuel storage).



Municipal Drinking Water Licence
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Schedule C, Condition 8 (continued)

 Where fuel storage poses a significant 
drinking water threat, conditions must be 
followed to mitigate the risk.

 The conditions are consistent with those 
already included in licences where fuel 
storage has historically been identified as 
a significant drinking water threat.



Municipal Drinking Water Licence
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Schedule D, Regulatory Relief

 Clarifying alarm standards

 Providing flexibility for situations involving 
low chorine residual sample results 
(e.g., where the samples are as part of a 
planned effort to identify areas with low 
residual such as an extremity of the 
system or dead-end) 
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Get Ready Notice Applications Renewal

Check your
renewal date and
start on items that 
may take longer
(Financial Plan)

You should 
receive approx.
6 months before 
application due 
date.  Can request
to receive it
sooner.

Send to 
MDWLP@ontario.ca

Do not send a 
hard copy.

Send before due 
date.

You’ll receive a 
draft of the 
renewed licence 
and updated 
permit before 
they are issued.

| Next Steps



Quick Recap - Licence Renewal Timelines

Approx. 6 months

Renewal Notice Issued by the Ministry
Prepare your application submission

6 months

Application for Licence 
Renewal Due Date

Licence
Expiry Date

Application Reviewed by Ministry
Renewed Licence Issued

Application must be complete
and include all information 

(i.e., financial plan)

You’ll receive a draft and have
an opportunity to provide comments

Due date is set out in 
Schedule A of your Licence

Any additional requested information
must be provided in a timely manner
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Christopher Manning
Licensing Program Coordinator, Client Services & Permissions Branch

Ministry of the Environment, Conservation and Parks

Tel: 647-982-8740

E-mail: Christopher.Manning@Ontario.ca

mailto:Christopher.Manning@Ontario.ca
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