
CLUTHA DISTRICT COUNCIL 
 

Application Form 

Licence to Occupy Road Reserve 
 

This is an application to: Legalise an existing encroachment/occupation  □  

  Create a new encroachment/occupation   □ 

  Transfer a licence to a new occupier   □ 

 
  Name of previous occupier if known/relevant__________________________________

       
Applicant’s Details 
Name of current/new adjacent Property Owner:___________________________________ (the name that will appear on the licence) 

 

Mailing Address:________________________________________________________________________________________________ 
 

Phone Number_____________________________ Email Address_______________________________________________________ 

 

 
Encroachment/Occupation Details 
Location of the encroachment/occupation: ___________________________________________________________ (street address) 
 

Nature of the encroachment/occupation: Garage / Car parking pad    □ 
   Other structure (eg. dwellings, walls)   □ 
   Yard enclosure (eg. temporary fences and hedges) □ 
   Airspace or subsoil (eg. balconies or cellars)  □ 
   Gardens/Beautification     □ 
   Grazing      □ 

   Commercial use (eg. retail/lease)   □ 
   Other (eg. fuel point)     □ 
 

Insert diagram showing the location of the encroachment on road reserve. 
If applying electronically the diagram may be supplied as a separate attachment to the email. 
 

 

 
 
 
 
 
 
 
 

Please submit your application to: 
  

 In writing:  Clutha District Council, PO Box 25, Balclutha 9240 
 In person:  Clutha District Council, 1 Rosebank Terrace, Balclutha 9230 
 By email:   help.desk@cluthadc.govt.nz 
 
The complete Policy is available for viewing on our website at www.cluthadc.govt.nz. 
 
 
 
 
 

mailto:help.desk@cluthadc.govt.nz
http://www.cluthadc.govt.nz/


Information for Applicants 
 
Council will generally grant licences to occupy road reserve for: 

• Gardens 

• Grazing 

• Temporary fencing 

• To formalise the presence of existing dwellings, built before 1 October 1989 used as cribs, baches, holiday homes 
 
The following classes of road occupation will not usually be permitted but will be considered on a case by case basis: 

• Carports, boat sheds etc. 

• Accessory buildings, site office, implement sheds 

• Balconies and decks 

• Access ways and driveways 

• Community buildings and utilities 

• Bridges and retaining walls 

• Stock underpasses (dealt with by way of Memorandum of Encumbrance) 

• Standing and storage uses 
 
Council will not grant a licence to occupy legal road for the purpose of locating a new building that might be used as a permanent place of 
residence. 
 
A licence to occupy road reserve does not grant exclusive occupation rights or create any legal interest in the land.  A road subject to a 
licence to occupy remains as road for the public to continue to enjoy the right of reasonable, unobstructed safe access over any legal road, 
formed or otherwise. 
 
Where Council grants a licence to occupy legal road reserve: 

• It may be subject to conditions to manage the effects of any occupation 

• The owner or occupier of the land who is named on the permit must maintain any building or fence occupying the road reserve to an 
acceptable standard 

• Occupation remains solely at the pleasure and discretion of Council and this agreement can be terminated at any time upon the 
giving by Council of three months’ notice to the licensee to vacate and make good the road. 

 

 
Applications for Licences to Occupy Road Reserve 
 
Information required to accompany an application: 
1. A comprehensive description of the activity to occur on the road reserve 
2. A copy of any relevant Certificates of Title of adjoining land 
3. A site plan to the appropriate scale indicating the area of road to be occupied, the location of the proposed activity, and the location of 

any services traversing the roadline (as confirmed by the utility services operator) 
4. A statement addressing the fundamental priorities and conditions and criteria that apply to road occupation, set in the   policy 
5. A statement specifying all other consents that may be required (eg. resource consents, building consents) 
6. The consent of all adjoining landowners; where an applicant is someone other than the adjacent landowner they must seek prior 

approval of the adjacent landowner before applying for a licence and where approval is denied, Council will  consider the application in 
light of any objections 

7. The appropriate assessment fee 

 
 

Guideline for exercising the discretion to grant a road occupation licence 
 
 
 
 

 
                                          
 
 

                                                           Yes                                                                                                         No 
                                                                                                                                                                                                 

 
  

              
 

 

   Yes                                     No     

      

Refuse licence 

 
   
 
 
                                       Yes                                                                                                                        No  

 
                                 
                                      

Would occupation compromise any 
of the fundamental priorities listed 

in the policy? 

Refuse licence until further 
information/fees provided 

Are any of the conditions and 

criteria that apply to road 

occupations compromised? 

Refuse licence Grant licence with any relevant 
conditions attached 

Application for licence to occupy road reserve 

Does application include all relevant information 

and licence assessment fee 


