Guide to Lodging a Commencement Notice with Opt
Out Declaration on the BCMS

This document is intended as a guide and is not intended to act as a user manual
for the BCMS system. Its aim is to provide a basic walk-through of the new
functionality added to the BCMS from the 7t June 2016.

The new functionality will allow users of the BCMS to lodge a Commencement
Notice with Declaration of Intention to Opt Out of Statutory certification on the
BCMS.

Note 1: In opting out of the requirements for statutory certification of S.I. 9 of
2014, you are making the decision to not have a Design Certifier certify the design
of the building, and you are making the decision to not have an Assigned Certifier
inspect and oversee the works. In addition, you will not be able to register a
Certificate of Compliance on Completion with your Local Authority.
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Accessing the BCMS

You can access the BCMS by entering www.localgov.ie/en/bcms onto your web
browser, or by searching for ‘BCMS’ in any search engine.

Once you have accessed the BCMS, you will be brought to the login page.

If you have accessed the BCMS before, you can go ahead and log into the system,
by entering your user email address, and your password.

If you have never logged into the BCMS before, you can select the ‘Create new
account’ tab, and follow the steps to create a new account.

If you have already registered with the BCMS, but have forgotten your password,
you can navigate to the ‘request new password’ tab, and follow the on-screen steps

to request a new password.

-BETA

localgov.ie

Home

User account

Create new account Log in Request new password

Username or e-mail address*

Password*

T T S S
..-.-. o Udaréis Aitiila Eireann

. Sk bcms  about contact
-p.'. e Local Authorities Ireland
e

On a successful login to the BCMS, you will be brought to your home screen.
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http://www.localgov.ie/en/bcms

Home  BCMS Home

My Dashboard

Use the "My Applications” tab below to view approved notices or applications currently in progress. Select
"New Application” to begin a new notice or cerificate application.

My Dashboard My Details My Applications New Application Logout

Welcome to the Building Control Management System (BCMS) site.

To comphy with Building Regulations, before you commense buikfing you must submit 3 Commencement Notice or a T Day
Motice. On completion of a building you may nesd a Certificate of Compliance on Completion in order to occupy the building.

The onus is on sll parties inveolved in the build to ensure compliance with the Building Regulations.

Udaréis.ﬁitiu_le_:Eireann bems  about contact
s+ Local Aulherities Ireland

Dashboard

The ‘dashboard’ tab provides a series of quick links to view the Building
Registers, and to lodge new Notices, or Certificates

My Details

The ‘My Details’ tab provides access to the users’ credentials, allowing the user to
update his/her Personal Details, Address Details, Company Details, or
Qualification Details.

My Applications

The ‘My Applications’ tab provides a list of Commencement Notices, 7 Day
Notices and Certificates of Compliance on Completion relevant to the user. Here,
you can see the status of the Notices / Certificates, whether Incomplete,
Submitted, Requiring Additional Information, or complete, along with the
Validation Status, whether Valid or Invalid, and the relevant Reference Numbers.

From here you can select, and modify any Notice / Certificate that is marked as

‘Incomplete’. This page also shows the project submission number, which should
be quoted in all correspondence with your Local Authority, or with the LGMA
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BCMS Home

Uze the "My Applications™ tab below to view approved notices or applications currently in progress. Select
"Mew Application” to begin a new notice or certificate application.

My Dashboard My Details My Applications New Application Logout

Select "Detsils” on any applicstion to view the full application.

Project Mame Notice Type Reference Date of Status
Submission
test Commencemsant Naotice 83515658 Incomplets Catail=
With Opt Ourt of
Statutony Certification
New Applications

The ‘New Application’ tab will also allow you to lodge a new Notice / Certificate,
and provides a brief synopsis of the required documents.
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Process for lodging a Commencement Notice with Opt Out
Declaration.

Project Details

If you wish to lodge a Commencement Notice with Opt Out Declaration, select
‘New Commencement Notice Application’

localgov.ie **

Home  BCMS Home

Add new application

Use the "My Applications™ tab below to view approved notices or applications currently in progress. Select
"Mew Application” to begin a new netice or cerificate application.

My Dashboard My Details My Applications New Application Logout
Select the type of application you wish to maks.
HEW SEVEN DAY NOTICE APPLICATION

Dwuring the application process you will asked for:
Create new applicatio

I

» Details of the building project and each type of building
» The name and email sddress for each “roke” in the project

= To download, sign and scan the statutory documents

NEW COMMENCEMENT NOTICE APPLICATION

During the application process you will asked for:
# Details of the building project and esch type of building

= The name 3nd email address for each “roke” in the project

Create new application

« To download, sign and scan the statutony documents

= Fayment of the comect fee

NEW CERTIFICATE OF COMPLIANCE ON COMPLETION APPLICATION

Dwring the application process you will asked for: 5
= The Inspection Flan as implemented SERTEET o

= A document listing the supporting documentation

= Any changes since the Commencement Notice was
issued

e
., - Udarais .#utlu_Le_; Eireann bems  about contact
*2%e: Local Authorities Ireland

Once you have selected ‘New Commencement Notice Application’, you will be
brought to the Application Details page, where you can enter in details of the
project.
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My Dashboard My Details My Applications New Application Logout

New Commencement MNotice Application

Plezse complete sl detsils below and select "Save” to begin your CM application.

Applications Details.

Select notice type Commencement Notice With Documentation

Local authority™ - Galart -

-

Commencement date®

Proposed end date for
this phase®

Planning permission No.
Date granted
Date of expiry

Project name*

Activity type Building -

Description of proposed development®

Phasing.

Total No. of phases*

Total No. of dwellings (all
phases)*

= — .

Details which are required include:
e The Application Type
The Local Authority in which the development is located
The proposed Date of Commencement of the development
The proposed end date of the works
The Planning Permission No.
The date of grant of Planning Permission
The date of expiry of Planning Permission
The Project name
The Activity type
The Description of the Development

Note 2: For an Opt Out Declaration, the Notice Type must be ‘Commencement
Notice with Opt Out Declaration’

Applications Details. o ok

a mew dwellk

Select notice type Commencement Motice With Documentstion |l]“
Commencement Notice With Documentation
Commencament Notice Without Documentation
Commencement Notice With Opt Out of Statutory Certification

Local authority*
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Note 3: The Proposed date of Commencement must be a date which falls in the
period of 14 - 28 days after the submission of the Commencement Notice. When
specifying the commencement date, you should account for any delays which may
occur in the completion of the Commencement Notice Process.

If Insufficient Notice is given to the Local Authority, it may lead to an invalidation
of the Notice.

Note 4: The Project Name should a short name which allows you to identify the
project.

Note 5: The Project Description is the Description, which will appear on your
Commencement Notice, on your Opt Out Declaration, and on the Statutory
Register, on Validation of the Commencement Notice. It must adequately describe
the proposed works.

Other details, which are required on this page are:

e The Phasing of the Development - for an Opt Out development, all numbers
should be 1 on the ‘phasing’ question

e The Fee for the development

e The Location of the Development

Note 6: The Fee for the Commencement Notice is €30.00 per building being
commenced.

Phasing.
Total No. of phases®

Total No. of dwellings [all
phases)®

Phase for this notice*

No. of units for this
phase*

Amount payable €%

Location

Street®
Town®

County* - Selact - -

Easting

Northing
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On completion of all particulars, you can select ‘save’ to save your progress. If the
system encounters an error in the information submitted, it will highlight it, and
ask you to correct it before saving.

On a successful ‘save’ of the information entered, you will be provided with a
summary sheet of the data entered. If you wish to change any of the particulars,
you can select ‘edit’.

Commencement date

Proposed end date for
this phase

Planning permission Ho.
Diate granted

Date of expiry

Project name

Activity type

MNotice type

Description of proposed
development

Phasing.

Total No. of phases

Total No. of dwellings (all
phases)

Phase for this notice

Ne. of units for this
phase

Amount payable

Location

Street Strest

Town Town

County Co. Carlow

Postcode

Easting

Northing

Applications Details.

Application ID 83151988

Local authority Carlow County Council

test
Building
Commencement Motice With Opt Out of Statutory Certification

test

€ 30.00

If you are satisfied with the particulars entered, you can proceed to ‘Project

Assessment’
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Project Assessment

-BETA

localgov.ie

Home  Dashboard - List Notices

Project: test

Use the "My Applications™ tab below to view approved notices or applications currently in progress. Select
"New Application” to begin a new notice or certificate application.

My Dashboard My Details My Applications Hew Application Logout

- -|
Project Project
Details Assessment

Add particulars for each building type.

8
Supporting
Documents

. -
Nominate
Roles

Statutory

8
Payment
Documents

This Project has no buildings, click here to add building.

Udardis Alticla Eireann T ST e
« Local Aulhorities Ireland

In the project Assessment tab, you can select ‘Add building’ to add details of your
building.

Once you select ‘Add building’, you will be presented with the following screen,

L]
Supporting
Documents

~ L J
Project Project Nominate
Details Assessment Roles

Statutory
Documents

a
Payment

Type of Building(s) or Erection of New Building -
Works

Use of Building Residential {Dwellings) -
Sub group Dwieling house(s) without garage -

Construction type
Timber Frame Tl Brick

Block Concrete

Masonny Stesl

Composite Maternials Orther

GQuantity*

Mumber of Storeys®

Height {In metres)

FSC (If applicable)

DAC (If applicable)

Material Alteration Works NfA -

Does this contain a material change of use?

ez =) No @

Consequence Class 1 -

Bl =N
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The details, which can be entered on this page are:

Type of Building or Works - New Building, Extension, or change of use

Use of the Building

Sub Group

Construction Type

e (Quantity

e Number of Stories - Number of floors to be constructed, including the ground

floor
e Height of the Building

o - a a

Project Project Nominate Statutory Supporting Payment
Details Assessment Roles Diocuments Documents

Type of Building(s} or Erection of New Building -

Waorks

Use of Building Residential { Dwellings) -

Sub group Dweelling house(s) with detached garage - ]1 Seled 25 Approgriaie

. Dwieliing house(s) without garage
Eonsiucsonys Cvielling house(s) with sttached garage
Timber Frame Dwelling house(s) with detached garage

For an opt Out Declaration, the ‘Use of the Building’ menu is restricted to ‘Domestic
Dwellings’

You can select the specific sub group from one of the following options:
e Dwelling Houses without Garage
e Dwelling Houses with attached garage
e Dwelling Houses with detached garage

If you wish to construct a domestic dwelling, with detached garage, please select
this option from the sub-group drop down menu. The system will prompt you, on
save, to enter the details for the garage.

For a Commencement Notice with Opt Out Declaration, the Quantity of buildings
must always be 1.

Quantity* 1

Number of Storeys*® i

e ridge -

Height (In metres)

F5C (If applicable)

The ‘construction type’ is multi-select. You can tick all boxes which apply.

Construction type

Timber Frame Brick
Block &l Concrete
Masonry Steel
Composite Materials &l Ortheer
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On a successful ‘save’ of the information entered, you will be provided with a
summary sheet of the data entered. If you wish to view, change or delete any of
the buildings entered, you can select the ‘view’ ‘edit’ or ‘delete’ buttons, as
appropriate.

.r o a8 &
Project Project Hominate Statutory Supporting Fayment
Details Assessment Roles Documents Documents
Add particulars for each building type.
Purpose Sub group Quantity  Construction Storeys Height  View Edit Delete
group
Residentis] Dietached Garage 1 Brick, Block 1 0.00 View Edit Delets
{Dwellings)
Residentis] Dwelling hous=(s) 1 Brick, Block i 0.00 View Edit Delete
{Dwellings) with detached
garage

If you are satisfied with the particulars entered, you can proceed to ‘Nominate
Roles’

Nominate Roles

This is the section where you nominate to the project, via the BCMS, the Owner,
Builder, and Designer. The nominated roles will be shown on the Commencement
Notice

Select the ‘Edit Roles’ button to continue.

My Dashboard My Details My Applications New Application Logout

o | -
Project Project MNominate
Details Assessment Roles

No roles have been sat.

a
Statutory

Drocuments

a8
Supporting
Documents

L]
Payment

Once you have selected the ‘Edit Roles’ Button, you will be presented with a page
where you may enter in the name and email address of the person or company
associated with the roles.

\

[Warning: In most cases, where a user has a problem with the BCMS, it is related to
nomination, and acceptance of ‘Roles’. You are strongly advised to ensure that any
person you wish to nominate has already accessed, and registered with the BCMS.

You should also ensure that the email address you have entered for a nominated person
is correct. Roles are associated with email addresses only. If the wrong email address
\is entered, that person / company will not be nominated, and cannot accept that role. /
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The roles which must be nominated / accepted are:

e Owner
e Builder
e Designer

Note 7: For an Opt Out Declaration the ‘Designer’ is the person who designed the
building. The ‘Designer’ does not have to be a Chartered Engineer, Registered
Architect or Registered Building Surveyor.

[ [
Supporting Payment

Documents

Project
Details

Statutory

Assessment Documents

« L J
Project Mominate
Roles

Figldsets marked with asterisks [*) are required before this step iz considersd valid. After the user has been sttached to
the project, with 3 role, the user nesds to accept his role.

Owner *

"Building Owner” means the person who has commissioned or paid for the works and who has legal entitiement to have
such works carried out on their behalf.

Assign myself to this role

Add new Cwner

Builder *

First Name
Last Name
Email

Assign myself to this rele

Designer *
First Name
Last Name

Email

Assign myself to this role

bcms about contact

Once you have nominated other parties, they have to sign in and accept their roles
before you can proceed any further.

If you are the owner and have nominated yourself, on ‘save’ you can click the
‘accept’ button to accept the role.
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B B4 L J L ]
Project Project Mominate Statutory Supporting Fayment
Details Assessment Roles Documents Documents
Role Name Accepted Role Confirm Nomination
Crwner E ] No Accept / Reject
Builder L] es
Cresigner L ] es

bcms about contact

Once all the roles have been accepted by all parties, you can proceed to the
‘Statutory Documents’ tab

Statutory Documents.

The Statutory Documents tab will only be available once the Project Details,
Project Assessment and Nominate Roles tabs have been fully completed, and are
marked with a green tick.

For a Commencement Notice with Opt Out Declaration Application, three types of
Statutory Document must be added to the system. These are:

e (Commencement Notice
e Notice of Assignment (Builder)
e Declaration of Intention to Opt Out of Statutory Certification

« - L a
Project Project Nominate Statutory Supporting Fayment
Details Assessment Roles Documents Documents

“ou nesd to downloead the Opt Out Notice using the "Download button. This should be printed, signed, scanned and
uploaded back to the website using the Uplosd panel below,

Pleass note: 19006/2018 will appear 3= the commencement date on the forms, please check that it is comect before
printing. Click here to change the date.

If & new wersion of an existing decument is uploaded, the existing document will be overwritten.

Statut: u] it
utent Browse... | No file selected,

Statutory Document Type* - Salact -

Upload

File Name Document Type Remove File

Commencement Motice

Motice of Aszignment {Builder)

Dreclaration of Intention to Opt Out of Statutory Certification

]
R
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All 3 documents must be signed by the Building Owner. In order to ensure that
the correct forms are signed, you can follow these steps:

1. Click the ‘download’ button for each of the forms

Commencement Motice

Maotice of Assignment (Builder)

D=claration of Intention to Opt Out of Statutery Certification

g
1 H B

2. Print each of the forms, checking each one to ensure that the barcode
number at the top matches the project submission number

3. Ensure that the Building Owner signs each of the documents
4. Scan each of the documents to your computer

5. Select the relevant statutory document type for upload

Statutory Document Type® - Selact - |L]
- Select -
Upload Notice of Assignment (Builder)
Declaration of Intention to Opt Out of Statutory Certification
File Name Document Type Download Remove File
- Commencement Notice .. -

6. Click ‘browse’ to browse your computer for the correct file

.

Please note: 15/08/2016 will appear as the commencement date on the forms, please check that it is comect before
printing. Click here to change the date.

If a new version of an existing document is uploaded, the existing document will be overaritten.

Statutory Document
o No file sslected,
Mo file selected.

Statutory Document Type® Comments

Upload

7. Confirm that the file name appears next to the ‘Browse’ button on ‘save’

¥ L P

Fleaze note: 18/06/2015 will sppear as the commencement date on the forms, please check that it is comact before
printing. Click here to change the date.

If & new version of an existing document is uploaded, the existing document will be overwritten.

Statutory Document

Form_of_commencement_notice_for_development(7).pdf

Statutory Document Type® Commencement Notice -

8. Click ‘Upload’ to upload the file to the BCMS
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9. Confirm that the uploaded file appears next to the relevant statutory

document.
File Hame Document Type Download Remowve
File
form_of_commencement_notice_for_development?_0.pdf  Commencement v

Natice

Motice of

Assignment

10. Repeat for all 3 documents.

File Name Document Type Download Remove

form_of_commencement_notice_for_development?_0.pdf Commencemeant v
v ]

notice_of_assignment_of_builder_cnS_0.pdf Matice of L
assignment Download

{Bauilder)

opt_out_declsrstions. pdf Declarstion of v
Intzntion to Opt Out
of Statutory

Certification

If you wish to delete a file, you can click the trashcan symbol to delete.

Note 8: The Bar Code at the top of each of the statutory documents must match
the project submission number. Do not use a document from another project.

Note 9: The BCMS can only accept PDF documents. When you are scanning the
forms to your computer, ensure that they are scanned as PDF’s.

Once you are satisfied that all documents have been submitted, you can proceed
to the ‘Supporting Documents’ tab.

Supporting Documents
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For a Commencement Notice with Opt Out Declaration Application, a minimum of
two types of Supporting Document must be added to the system. These are:

e General Arrangement Drawings, i.e. plans, sections, elevations, etc.
e A Schedule of Documents supporting the proposed design

These documents can be added in a similar way to the Statutory Documents.

o - L
Project Project Mominate Statutory Supporting |Gt us
Details Assessment Roles Documents Documents
As well 33 the required Statutory a number of are also required for submission.

The additional support documents are as follows:

Select at least one from the following

* Genzral Armangement Drawings

* Plans.

* Sections

* Elevations
And the following

+ Schedule of documents, as per Question & of the Commencameant Notice
Schedule of Documents: A document listing the plans, calculations, specifications and particulars as are necessary to
outline how the proposed dweliing or domestic extension will comply with the relevant requirements of the Second Schedule
to the Buikiing Regulations. This should include, but not b confined to, general amangement drawings, a schedule of
compliance documents — a5 designed or to be prepared at 3 later date.

Su rting Document
pporting Mo e seected

Supporting Document Generzl Arrangement Drawings -
Type*

Upload

Uploaded Supporting Documentation

No document uploaded yet

1. Select the relevant statutory document type for upload

Su rting Diocument
pporting Mo fie selected

Supporting Document General Arrangement Drawings |L]
Type* ~ Gelect -
Ancillary Certificates
Annex Tzble of Documents
et Calculations
Certificate of Compliance on Completion
Disability Access Certificats
Elevations
Fire Safety Cartificate
No document uploaded yet Inspection Motification Framework
Inspection Plan
Inspecticn Plan as implemented

Uploaded Supporting Docum

o e | Plans
Udarais Aitidla Ei Preliminary Inspection Reports
Local Authorities| schedule of Documents
Schedule of Plans
Sections

Specifications and Particulars

2. Click ‘browse’ to browse your computer for the correct file
3. Confirm that the file name appears next to the ‘Browse’ button on ‘save’
4. Click ‘Upload’ to upload the file to the BCMS

5. Confirm that the uploaded file appears next to the relevant statutory
document.
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If you wish to delete a file, you can click the trashcan symbol to delete.

6. Repeat for all relevant documents.

Supporting Document
pporting (o] Mo fie seecte.

Supporting Document Schedule of Documents
Type*

Upload

Uploaded Supporting Documentation:

File Name Diocument Type

Remove File

revised_plans_25 pdf General Arrangement Drawings

annex_42. pdf Schedule of Documents

Note 10: The BCMS can only accept PDF documents. When you are attempting to
upload documents to the BCMS, please ensure that they are PDF files.

Once you are satisfied that all documents have been submitted, you can proceed

to the ‘Payments’ tab.

Payments

Once you are on the payments tab, you can pay for the submission, which will
complete the process and submit the application to the relevant local Authority.

Before paying and submitting the application, you should

1.

2.

Briefly review the project particulars, and confirm that they are correct

Check the notice date falls between 14 and 28 days from the date of
submission. Note: if this date has to be changed the system will notify you
automatically, but any changes to the commencement date must be reflected
in the commencement Notice, i.e. you will have to print it out and sign it

again.

Check that the fee is correct (€30.00 per building listed in the
commencement notice). Note: if the fee is incorrect, it can be changed on the

‘Project Details’ tab.
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Neminate
Roles

Project
Deetails

Project
Assessment

Statutory
Documents

Supporting

b -
Payment

Documents

Project Details

If the payment amount below is incomect plesss retum to the Froject Details tsb to changs.

1o 2351568

Form type Commencement Notice With Opt Out of Statutory Certification
Form status Incomplete

Form description test

Commencement Date 1/08/2016

Credit Card Details

Name on Card*

Card Type Select Card Type -

Card Number*

CV2 Number*®

Expiry Date
Amount €% 20.00

] D realex

payments

Once the application is submitted, you will receive a confirmation email from the
BCMS stating that it has been submitted. If you do not receive this email, you can
review the project and its status on the ‘My Applications’ tab.

Warning: When completing any Statutory Notice/Application/Certificate/Declaration,
please ensure that all sections of the forms are fully and accurately completed. Any
information omitted or found to be inaccurate may render your submission invalid and
inspections may take place any time up to 5 years after completion of your buildings or
works. Enforcement carries costs.
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