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1.0 Interpretation 

1.1 In this policy, unless the context requires otherwise: 

“appropriately designed windows” refers to existing windows, or replacement 

windows, that are designed to be architecturally sympathetic and maintain the 

cultural heritage value of both the building and property. Appropriately designed 

windows are usually high-quality windows that use period appropriate construction 

materials to emulate the appearance/design of a contributing window. These 

windows are typically custom made or specifically chosen to suit the age and 

architecture of the building and property. While these windows maintain the value 

of the building and property, they cannot emulate the true essence of a 

contributing window due to changes in construction techniques, the lack of 

available appropriate materials, or their age as they are unable to reflect the 

physical changes resulting from decades or centuries of use (e.g. the glass has no 

waves, is made from commercially available instead of old growth wood, or has 

been appropriately retrofitted over multiple historic periods); 

“conservation (or conserve/conserved/conserving)” refers to all actions or 

processes that are aimed at safeguarding the character defining elements of a 

cultural resource so as to retain its heritage value and extend its physical life. This 

may involve “Preservation,” “Rehabilitation,” “Restoration,” or a combination of these 

actions or processes (as defined in the Second Edition of the “Standards and 

Guidelines for the Conservation of Historic Places in Canada”); 

“contributing windows” refer to original windows or replacement windows that are 

historically and architecturally sympathetic and contribute to the fundamental 

cultural value of the building and the property. Contributing windows are tangible 

examples of the craftsmanship of the era in which they were made. Generally, these 

are windows that existed at the time of construction and/or use period construction 

materials, such as wood, metal and glass, and techniques. A building may no longer 

have its original windows, or the window(s) may not have all their original 

components, but instead have older architecturally appropriate windows or have 

complementary components that relate to that time. Original and suitable 

replacement windows (and their components/openings) that contribute to the 

heritage value of the property are considered contributing windows that merit 
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retention and protection. This term is the successor to ‘Period Windows’ as noted in 

the 2012 window policy and other City policy documents; 

“incompatible windows” refer to windows that are not architecturally sympathetic 

and detract from the heritage value of the subject building and property. 

Incompatible windows are usually windows that: appear to be of low quality; use an 

inappropriate material/design; are the incorrect size for the opening; are installed 

in an opening that has been significantly altered; are the incorrect window type for 

the opening; and may have an inappropriate colour/finish. Frequently, these 

windows are commercially available or are “off the shelf” models and are not 

chosen to suit the subject building and property. As windows are a significant 

component of the visual appreciation of the building and property, the installation 

of an incompatible window can negatively affect the appreciation of the building’s 

and the property’s cultural heritage attributes; 

“protected heritage property” is real property, designated under Parts IV, V or VI of 

the Ontario Heritage Act; heritage conservation easement property under Parts II or 

IV of the Ontario Heritage Act; a National Historic Site; or a property that is the 

subject of a covenant or agreement between the owner of a property and a 

conservation body or level of government, registered on title and executed with the 

primary purpose of preserving, conserving and maintaining a cultural heritage 

feature or resource, or preventing its destruction, demolition or loss; 

“qualified professional” includes those who are recognized in several practice 

areas as authorized persons or who have the necessary experience to perform 

specific related works. For works on heritage buildings it is recommended that 

these professionals be a member of the Canadian Association of Heritage 

Professionals (CAHP). To evaluate the condition of windows, the qualified 

professional will have experience/training on heritage buildings or older building 

styles and have an expertise in architecture, carpentry, joinery, glazing, and/or 

window fitting. Qualified professionals should be prepared to provide their 

curriculum vitae with associated project examples when providing their 

professional opinion; and 

“window” includes any window on any storey/elevation, or portion of a 

storey/elevation, including transom windows, side lights, clerestory windows, 

basement windows, attic and dormer windows, and refers to not only the glass 

(stained/tinted or otherwise), glazing pattern, frame and sash but also includes, but 

is not limited to, the window openings and its existing proportions, (sills, lintels and 

shutters), all mouldings, casings, muntin bars, joinery, decorative features, shutters, 

rail, storm windows (where required), all hardware, and other components. This 

definition also includes windows associated/embedded within or used as doors. 

Storm windows and screens are considered separately from typical windows unless 

they contribute to the fundamental cultural value of the building and the property. 
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1.2 In this policy, “include”, “includes” and “including” indicate that the subsequent list 

is not exhaustive. 

1.3 A reference to any legislation, regulation, by-law, rule, policy or provision thereof 

includes a reference to any legislation, regulation, by-law, rule or provision thereof 

enacted in substitution thereof or amendment thereof. 

1.4 A reference to legislation includes all of the regulations made thereunder. 

1.5 A reference to the position or title of any City employee includes a reference to any 

position or title created in substitution thereof. 

2.0 Purpose 

2.1 The purpose of this policy is to support the preservation of contributing windows:  

(a) Owners of protected heritage properties may be required to conserve or 

alter contributing windows during their stewardship of the property. The 

following policies and guidelines are intended to provide clarity on the 

property owner’s responsibility to the Ontario Heritage Act regarding the 

conservation of contributing windows on protected heritage properties.  

(b) Contributing windows are windows that existed at the time of construction 

and/or contribute to the fundamental cultural heritage value of the 

property. A heritage permit is required prior to undertaking works that are 

likely to affect the heritage attributes, such as contributing windows, of a 

protected heritage property. 

2.2 How to read and use this document: 

(a) This document outlines the policies enacted by the City of Kingston to 

ensure contributing windows are conserved. Where replacement is 

required, the policies provide direction on appropriate change. Guidelines 

are also included to clarify the City of Kingston’s expectations regarding the 

preservation of a protected heritage property’s cultural heritage value and 

to detail best practice related to windows. 

(b) The Interpretation section, located at the top of this document, includes 

definitions of italicized terms that appear throughout this document. These 

terms must be read in conjunction with this document. 

(c) Requirements for a heritage permit application to be deemed complete are 

also outlined in the Administrative section below for ease of submission. 

This policy is to be followed when preparing heritage permit application 

submissions as detailed in Parts IV, V, VI & VII of the By-Law Number 2023-

38 “Procedural By-Law for Heritage” as well as when submitting heritage 

https://www.ygkairport.com/documents/10180/16904/Heritage%20Bylaw
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grant applications as detailed in section 5.2 in By-Law 2018-26 “Being a By-

Law to Establish a Heritage Grant Program.” Please note this is not an 

exhaustive list and may be amended based on changes to existing or 

proposed legislation. 

(d) The Qualified Professional Window Assessment Checklist is located in the 

Appendix, at the end of this document, and must be completed and 

submitted when a window assessment is required.  

(e) As of the date of approval of this policy (April 2, 2024) it replaces the “Policy 

on Window Renovations in Heritage Buildings” and all related references in 

City policy documents, including, but not limited to, all Heritage 

Conservation District Plan documents. 

3.0 Policies 

3.1 Contributing windows will be conserved:  

(a) Where a contributing window is present on a protected heritage property, 

the City of Kingston requires conservation of the contributing window(s).   

(b) Repairing a contributing window, in accordance with this policy, is always 

desirable over replacement.  

(c) Replacement of a contributing window will only be supported if the existing 

window is deteriorated to the extent that repair would leave little original 

material remaining, as determined by a qualified professional through a 

window assessment.  

(d) Where a contributing window is considered a rare, unique, representative or 

early example of a style, type, expression, material or construction method 

it will require repair regardless of its condition.  

(e) Permanently covering existing window elements with cladding is not 

permitted.  

(f) The location of a contributing window on a protected heritage property 

does not reduce its inherent value or level of protection.  

3.2 Where contributing windows require conservation, the following policies apply:  

(a) All window elements that can be repaired shall be retained and restored to 

the greatest extent possible.  

https://www.cityofkingston.ca/documents/10180/16904/Heritage+Grant+Bylaw.pdf/fdc8be7b-3ce7-45d7-b7a0-0450c8854619?t=1712592699518
https://www.cityofkingston.ca/documents/10180/16904/Heritage+Grant+Bylaw.pdf/fdc8be7b-3ce7-45d7-b7a0-0450c8854619?t=1712592699518
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(b) The design of all replacement components should, as closely as possible, 

replicate the window, as supported by evidence, so that character defining 

features and details are conserved.   

3.3 Where contributing window repair is not feasible, replacement may be permitted 

under the following conditions:   

(a) A replacement window should, in most circumstances, replicate the existing 

contributing window as closely as possible, and/or be a historically 

appropriate design to the age, cultural heritage value and architectural style 

of the building.  

(b) A replacement window should, in most circumstances, be made to fit into 

historic openings without altering the size or shape of the opening or 

infilling the opening to fit the window.   

3.4 When considering replacement or repair of contributing windows the following 

applies:  

(a) When replacement is being considered, the condition of a contributing 

window(s) and the potential for repair must be assessed by a qualified 

professional to determine the appropriate scope of work.  

(i) The assessment must assess each contributing window separately.  

(ii) The assessment must focus solely on the condition and repairability 

of the contributing window(s) while considering the heritage value 

of the property.  

(iii) The assessment must include the completed “Qualified Professional 

Window Assessment Checklist”, located in the Appendix of this 

policy document, as the cover page.  

(b) The repair of contributing windows does not require an assessment by a 

qualified professional:  

(i) Due to the material, design and/or age of contributing windows it is 

highly recommended that window conservation be undertaken by a 

qualified professional.   

(ii) Conservation activities that result in permanent alteration are 

subject to this policy and will require a heritage permit.   
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4.0 Guidelines 

4.1 Window replacement – Where a window cannot be repaired and/or is an 

incompatible window:  

(a) Replacement of incompatible windows:  

(i) Where an incompatible window exists on a protected heritage 

property and requires replacement, an appropriately designed 

window is highly recommended.  

(ii) Window styles that historically had true divided lights, may be 

replaced with simulated divided lights provided that the muntin 

bars (grills) are affixed to the exterior of the glass and visually act as 

true divides.   

(b) Replacement of appropriately designed windows:  

(i) The replacement of appropriately designed windows on a protected 

heritage property is discouraged as an insufficient replacement can 

have a negative impact on the cultural heritage value of the 

property.   

(ii) It is expected that a suitable window replacement (in terms of 

design, material, colour and function) will replace an appropriately 

designed window to maintain the heritage value of the protected 

heritage property.   

(c) Appropriate materials and colours for replacement windows:  

(i) Material:  

1. Decisions on window material should be based on historical 

research as well as the age and architectural style of the building.  

(ii) Colour:  

1. Window colour should be based on historical research or be 

architecturally suitable to the property and/or relevant Heritage 

Conservation District.  

2. Colour extremes, like black or bright white, are discouraged unless 

related to the property’s architectural style.  

(d) Deviations from traditional window designs:  
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(i) The replacement of one style of window with another (e.g. sash to 

casement) is discouraged without appropriate rationale.  

4.2 Interior alterations to contributing windows:  

(a) Where the legal property entry for the protected heritage property is silent 

on interior features, internal modifications to windows that do not cause 

permanent damage or alteration to the historic fabric of the contributing 

window are permitted without prior approval under the Ontario Heritage 

Act.   

4.3 Storm windows and screens:  

(a) In most cases, storm windows are considered seasonal fixtures that will 

protect the underlying window as well as the protected heritage property 

generally.   

(i) Where storm windows and/or screens are permanently secured 

over windows this is considered an alteration requiring a heritage 

permit.  

1. Permanent storm windows and screens should have an appropriate 

design and should not obscure the underlying window.   

(ii) Seasonal storm windows and screens should have an appropriate 

design and display the underlying window.   

(b) If storm windows are noted as having heritage value in the legal property 

entry, then they are considered contributing windows and will be subject to 

this policy.  

4.4 Historic shutters and hardware:  

(a) Permanent installation or removal of shutters requires a heritage permit.   

(b) Existing historic wooden shutters and hardware should be repaired where 

possible.  

(c) Undersized shutters, and shutters made from modern materials (aluminum, 

vinyl, etc.) should be replaced where possible.  

(d) Where replacement is sought, wooden shutters, with sourced historic 

hardware, are strongly encouraged.  
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(i) Replacement shutters should be designed to resemble fully 

functional shutters that appropriately fit over the associated 

window.  

4.5 Missing/broken glazing for contributing windows: 

(a) Where the glass of a contributing window must be replaced, the use of 

glass of a similar period, quality or attributes is encouraged; 

4.6 Potential for contributing window consolidation to conserve heritage value:  

(a) Some protected heritage properties have contributing windows along 

multiple elevations or storeys that co-exist with non-contributing windows. 

This discrepancy in window design/material/age can potentially draw 

unnecessary attention.   

(b) In limited circumstances (in consultation with a qualified professional) where 

some contributing windows along certain elevations or storeys require 

replacement while others can be repaired, the consolidation of all (or most) 

contributing windows along the most prominent elevation or storey can be 

considered.  

(i) This consolidation strategy must result in the conservation of the 

protected heritage property.   

5.0 Administration 

5.1 How to apply for a heritage permit:  

(a) Most alterations to windows on a protected heritage property, including 

significant repairs or replacements, require prior approval under the 

Ontario Heritage Act. All such approvals (heritage permits) are submitted 

and processed through the City’s online application system – DASH.  

(b) The requirements for a complete heritage permit application are governed 

by the Ontario Heritage Act and the City of Kingston’s Procedural By-law for 

Heritage (2023-38) as amended from time to time. These documents 

should be referenced for a complete list of application requirements, which 

could include a written statement/assessment, drawings/plans of the 

proposed works and associated photographs.   

5.2 For heritage permit applications regarding windows:  

(a) The submission must include an elevation drawing and/or picture(s) 

denoting which window(s) corresponds with the application, and an 

https://www.ontario.ca/laws/statute/90o18
https://www.ygkairport.com/documents/10180/16904/Heritage%20Bylaw
https://www.ygkairport.com/documents/10180/16904/Heritage%20By
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applicable assessment for the contributing window(s), if required in this 

Window Policy.  

(b) The submission must clearly identify the historic opening(s) in which each 

replacement window will be installed and must identify each new window’s: 

material(s), size, light configuration/pattern, mullion/muntin bar locations, 

size and profile, glazing information, and colour prior to being deemed 

complete. 

6.0 Application 

6.1 This policy applies to all protected heritage properties. 

7.0 Approval Authority 

Role Position Date Approved 

Quality Review Phillip Prell, Intermediate Planner 2-12-24 

Subject Matter Expert Phillip Prell, Intermediate Planner 2-12-24 

 

Legal Review Alan McLeod, Deputy Director  2-13-24 

Management Review Kevin Gibbs, Acting Director 2-13-24 

Final Approval Council 4-2-24 

8.0 Revision History 

Effective Date Revision  Description of Change 

   

   

9.0 Appendix 

9.1 Qualified Professional Window Assessment Checklist 

blank blank blank



April 2, 2024 

Qualified Professional Window Assessment Checklist 

Connection to Policy & Guideline Document: 

The City’s Window Policy sets standards regarding the conservation of contributing 

windows on protected heritage properties. The City’s Window Policy defines who is 

considered a qualified professional and assessment expectations. The City’s Window 

Policy Guideline section details what heritage staff hope to receive when assessing 

Ontario Heritage Act applications for windows as well as general best practices. This 

checklist details City expectations for qualified professionals for submitted window 

assessments. This document must be read in conjunction with Interpretation section of 

the Window Policy. 

Checklist: 

Only those considerations that may impact the cultural heritage value of the protected 

heritage property will be considered. The checklist should be consulted when generating 

your professional opinion. Most elements, if not all, will need to be noted/described in the 

submitted window assessment. This completed checklist must be provided as a cover 

letter to the qualified professional’s assessment to be considered a complete submission. 

The submitted window assessment includes the following elements: (Please check all 

circles that pertain to your supplied professional opinion) 

O – Confirmation of qualified professional status as defined in the Window Policy

O – Included a curriculum vitae to meet the definition of a qualified professional

O – Confirmation of contributing window status for each window

O – Confirmation that each window was assessed separately

O – An interior review (specify for each window assessed)

O – An exterior review (specify for each window assessed)

O – A recent picture(s) showing the existing condition of each assessed window

O – An estimated percentage of healthy repairable material for each window

O – A short description, per window, noting its strengths/faults and conservation strategy 

O – An overall recommendation to repair or replace per window

O – When necessary, a general style/form/type recommendation for each proposed

replacement window, in alignment with the Window Policy 

O – Where applicable, a window consolidation strategy for contributing windows and

justification (prior discussion with staff is necessary before proposing this strategy) 
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