Zoning Officer

The Township of _________ has adopted a Zoning Ordinance regulating and restricting the size and use of land, creating districts for such purposes and establishing the boundaries thereof; and providing for administration and enforcement.

This ordinance was enacted pursuant to the Pa. Municipalities Planning Code and provides for the Community Development Objectives set forth in the Comprehensive Plan adopted in 1968.

The basic function of the Zoning Officer in connection with Zoning application is to review the plans and application to see that they comply with the requirements of the Zoning Ordinance as written.

Duties and Responsibilities

To administer and enforce all provisions of the Zoning Ordinance.

To report regularly to the Township Manager on all aspects of Zoning Enforcement.

To act as agent for the Zoning Hearing Board solely for the purpose of receiving and 
transmitting applications requiring action by that board; and for the purpose of 
enforcing action taken by that board.

To receive and review all applications for building permits, certificates of use, variances, 
special exceptions, or a change of use.

To refer within fifteen days after receipt, all applications for a variance, special 
exception, or change of use to the Zoning Hearing Board.

To refer within fifteen days after receipt, all applications not requiring action by the 
Zoning Hearing Board, to the Board of Supervisors.

To inspect all structures and uses for which a certificate of use is required,

To identify and register non-conforming uses and structures in the Townships 
nonconforming use registry.

To issue occupancy permits for structures which have been constructed or altered in 
accordance with an approved application.

The Zoning Officer shall administer the Zoning Ordinance in accordance with its literal 
terms, and shall not have the power to permit any construction, or any use, or 
change of use which does not conform to the Zoning Ordinance.

The Zoning Officer shall give timely written notice to all applicants on any denial or 
revocation.

To perform other duties assigned by the Manager or Board of Supervisors.

Additional duties and responsibilities of the Zoning Officer:

To maintain the Township house numbering registry and assign house numbers for all 
new structures in the Township.

To refer all new sewer accounts to the Township Secretary and assign sewer account 
numbers.                                     

To assist the Township Manager or Consulting Engineers on flood control problems and 
various other projects.

To receive applications for proposed subdivisions. 

To review and comment on proposed subdivision plans, variances and to refer those plans 
to the Township Planning Commission.

To maintain adequate files on all new land development.

To maintain complete records on the Township Road System including right-of-way 
deeds, easements, straight line dimension sheets, profiles, etc.

Performing the duties of plumbing inspector by inspecting house plumbing and house 
sewers in all new buildings in the Township.

To answer all complaints where a potential health hazard may exist.

To investigate any other complaints when directed by the Township Manager.

To work with the Road Superintendent on sanitary maintenance and house sewer tap 
installations.

To attend schools and seminars on code enforcement when directed by the Manager.

To perform any other assignments as directed by the Township Manager.

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor.
