Boilerplate for Townships
(Editors Note: Township name has been replaced by “N”, substitute your township name in these locations.)

Other Officials
Auditors  EMA  Secretary  Treasurer  Sewage Enforcement Officer  Tax Collector  Planning Commission  
Solicitor  Zoning or Building Officer/Inspector  Zoning Hearing Board Engineer HARB  Permit Process
Generic township description from The Pennsylvania Manual
PENNSYLVANIA LOCAL GOVERNMENT ~~ Local government in Pennsylvania is a mosaic of 5,334 individual units. All were established by the State or provincial government and operate under laws of the Commonwealth of Pennsylvania. Each unit is distinct and independent of other local units, although they may overlap geographically and may act together to serve the public.
As of 2001, there were 67 counties, 56 cities, 964 boroughs, 1 incorporated town, 1,548 townships (91 first class, 1,457 second class), 501 school districts and 2,198 authorities (active and inactive). The number of local units has remained fairly stable for the past few decades with two major exceptions.
After passage of school district legislation in 1963 and 1965, the number of school districts diminished radically. Authorities, born as local units during the depression years of the 1930s, have proliferated at a phenomenal pace since then.

PENNSYLVANIA BOROUGHS ~~ play a vital role in sustaining quality of life for its residents. Click here to read more about Services Needed and Provided by Boroughs.
PENNSYLVANIA TOWNSHIPS ~~ fall in one of two classes. The first numbers 91 and includes the more urban townships located in the state's metropolitan areas; the second class, number 1,457, is generally rural. In townships of the first class, the governing body is made up of elected commissioners. There are either five commissioners elected at-large or up to 15 elected by wards. The commissioners have four-year overlapping terms.
The governing body of second class townships is composed of three supervisors who are elected at-large. Two additional supervisors may be elected if approved by referendum. All are elected at-large for six-year terms. [N] Township falls into the second class category.

Other elected officials include the tax assessors, tax collector (second class), three auditors or controller, and a treasurer (first class). Appointive officers include the secretary, township manager if desired, chief of police, fire chief, engineer, solicitor and others.

To become a township of the first class, a second class township must have a population density of 300 persons per square mile, and voters must approve change of classification in a referendum. Many townships meeting the density requirement have remained second class.

Source: The Pennsylvania Manual, Volume 115, December 2001
Example 1:

[N] Township is a municipality of the Commonwealth of Pennsylvania. The governing body is the five person, Board of Supervisors. Each Supervisor is elected for a six year term. The Township operates under the "Second Class Township Code", local ordinances and the Council-Manager form of organization. [N] Township received designation from the International City/County Management Association (ICMA) in 1995 as a Recognized Local Government. The Board has adopted both the ICMA Code of Ethics and a Mission Statement.

The Township Supervisors serve on a part-time basis. They enact Ordinances and Resolutions, issue Proclamations, approve land development plans and other land use applications, approve annual budgets and all expenditures, levy taxes, affirm hiring and termination of Township employees, make appointments to dozens of advisory boards, committees, commissions and task forces which serve the Township. The Supervisors elect their Chairman, Vice Chairman, Township Secretary and Township Treasurer from among their members at an annual reorganization meeting. The Township Manager and staff administer and operate the daily functions of government. 

Example 2:

As a Township of the second class, [N] is governed by a three-member Board of Supervisors, one of whom serves as chairman on a rotating basis.  Supervisors are elected at large by the electorate for staggered six-year terms and perform both legislative and executive duties for the "health, safety, and welfare" of Township residents.  They are required by state law to establish a budget for each year's anticipated expenses and they are given the right to set various taxes to defray those expenses. 
To assist them, supervisors are empowered to appoint professionals such as an attorney and an engineer.  The Board also appoints all members of the Advisory Boards and Commissions, as well as the Zoning Hearing Board and Municipal Authority. 
The Board of Supervisors holds two meetings each month to conduct Township business.  During July, and August only one meeting is scheduled.  Meetings, open to the public, are held at the Township Building, NN NNNNNNN Road at 7:00 PM.  Residents are welcome to express opinions at meetings during "Public Comment" time on the agenda, but the Supervisors have the sole responsibility to legislate and conduct Township business. 
Example 3:

A three-person Board of Supervisors, elected at large, one of whom serves as Chairman, governs [N] Township. The term of office is six years, one supervisor being elected every two years. Officers are elected at the annual organizational meeting on the first Monday in January. 
Meetings are held on the 1st Wednesday of every month at 7:30 PM and the 3rd Wednesday at 8:00 AM. Public comment and participation is always welcome and encouraged. 
Although Supervisors are responsible for the health, safety, and welfare of the citizens of the Township, their positions are essentially voluntary and not the primary occupation of the incumbents. Supervisors perform both legislative and executive duties. They legislate by setting policy, passing needed ordinances and resolutions, adopting budgets, and levying taxes. They also perform executive functions such as formulating the budget, enforcing ordinances, approving expenditures, and hiring employees.
Example 4:

The Township of N is governed by an elected body organized under the Second Class Township Code of the Commonwealth of Pennsylvania. That Board is called the Board of Supervisors and consists of five (5) elected officials, each serving a six (6) year term.
The Board of Supervisors is charged with the general government of the township to secure the health, safety and welfare of the citizens of the Community. To accomplish that task the Board adopts laws, known as ordinances, which govern various activities within the Township. The Board is restricted in areas in which it can exercise control by both the Second Class Township Code and various other laws of the Commonwealth.
The Board appoints a Township Manager who is charged by the Board to implement the ordinances it passes and to manage the annual budget of the Township which is adopted by the Board by December for the following calendar year.
The Board of Supervisors meets on a monthly basis (first and last Thursdays of the month at 7 p.m. in council chambers) to conduct business on behalf of the Township. All meetings of the Board are open to the public with an opportunity at each meeting for public comment. If a resident has a concern he or she feels needs to be addressed by the Township, the individual is encouraged to contact the Township Manager's Office which may be able to address the manner promptly and/or schedule an appropriate time for that individual to present concerns to the Board of Supervisors. Residents are encouraged to present their views on Township matters on any of the means that are available, including letters, e-mail, telephone or voice mail. The Board strives to have all means available to facilitate your communication with Township officials.
[Return to Top]
Other Officials, boards, committees and job descriptions:

(Editors note: The following examples were largely excerpted from Borough pages, and if you find the examples relevant, you may need to change words such as “Council” and “Borough” to terms more appropriate for your township.)

Auditors

Example 1:

The Auditors consist of three members who are elected by the residents for a six-year term. Their duties are to audit, settle and adjust the accounts of the Supervisors, Road Master, Treasurer, and Tax Collector.  They also set compensations for the Supervisors.

Township Code: http://www.psats.org/townshipcode/article9.html
[N] Township is audited on yearly basis by three elected auditors. These auditors are elected at municipal elections to serve a term of six years. The auditors examine the accounting records and practices of the Township, upon completion of the audit the auditors file copies of their report to the secretary, Clerk of Court, Department of Community and Economic Development and the Department of Transportation. The auditors then publish a financial statement in the newspaper
Example 2:

The auditors (3). Duties of auditors are to audit, adjust and settle the accounts of all elected officials or appointed officials or agencies that receive or distribute funds.

[Return to Top]
Township Secretary
From the PA Township Code

ARTICLE VIII TOWNSHIP SECRETARY 

Section 801. Township Secretary.--The board of supervisors shall appoint a township secretary to serve at the pleasure of the board of supervisors. 

Section 802. Secretary's Duties.-The township secretary is a clerk to the board of supervisors. The township secretary shall: 
(1) Record the proceedings of the board of supervisors and all court orders relative to the laying out, opening and vacating of roads in a minute book. 
(2) Preserve the minute book and other records and turn them over to the successor in office. 
(3) With the consent of the board of supervisors and in conformity with other laws governing the retention and disposition of municipal records, have the authority to destroy records and papers of the township other than the minute book and account book after the lapse of six years from the date of the records. 
(4) Inform supervisors of all township meetings, including special meetings of the board of supervisors. 

Example 1

The principal mission of the Office of the Township Secretary is to be dedicated to, understand and fulfill the needs of the Board of Commissioners, the community and the Township organization. 

This includes maintaining the Township's official legislative acts, operating a state of the art legislative information center to serve the citizens, the Board, and staff to ensure an open and public government, and conducting the business of the Board in an ethical, impartial and equitable manner. 

From coordinating interviews to fill vacancies on the Township’s many Boards and Commissions to chairing formal bid openings, preparing proclamations for the Board to creating resolutions requiring Board action, the Township Secretary is indispensable to the successful operation of our local government.
[Return to Top]
Township Treasurer

Example 1

The Township Treasurer's Office collects and deposits all funds received by the Township

Example 2

The Treasurer is responsible for the proper accounting and reporting of all financial activities of the Township. They also prepare budgets and provide financial information to the board.
Example 3
All monies payable to the city are handled by the City Treasurer's office.


The Treasurer's office collects taxes for the city/ county/ Shikellamy School District, counts parking meter monies from meters/lots, and maintains a list of tax payers, properties and businesses. 

 

The Treasurer's office also handles City payroll, all reports, direct deposit, parking permits and business licenses. 

 

We file reports with the state government/ federal government/ county/ school district/ local government/ city as well as reports for retirement/ pension plans/ police/ non-uniform. 

[Return to Top]
Sewage Enforcement
Example 1:
State legislation known as the Pennsylvania Sewage Facilities Act to require municipalities to employ a certified Sewage Enforcement Officer (SEO) to review and approve the design and installation of all on-lot sewage treatment systems.

The inspectors’ function involves the intensive evaluation of each applicant’s property by utilizing property site surveys, test pit profile analysis, percolation tests, slope readings, and the review of soil mapping information to determine compliance with state standards governing on-lot sewage systems. 

The issuance of sewage permits, assistance in sewage system designs, and performance of final inspections are also required for suitable locations. The availability of alternate sewage systems for some locations may require further evaluations (such as interpretation of soil maps) and considerably more intricate system design. 

[Return to Top]
Tax Collector

 Example 1

Duties of tax collector are to collect taxes for municipality and schools.

Example 2

The Tax Collector is responsible for collecting County, Township and Fire Real Estate taxes. She is also responsible for collecting Township Per Capita tax, Interim taxes and issues tax permits for Mobile Homes.

Example 3

The Tax Collector is an elected official responsible for collecting Real Estate Taxes. The Tax Collector is elected for a four-year term. He/she also collects Real Estate taxes for the School District and County and disperses the correct amount of taxes to them.

[Return to Top]
Planning Commission
Example 1:

The Planning Commission consists of nine members appointed by Council. They serve 4-year overlapping terms. The Planning Commission has the responsibility to review all proposed subdivision plans and conditional use and non-conforming use applications and to make recommendations to Borough Council.
The Planning Commission shall, at the request of Council, prepare a comprehensive development plan for the Borough and present it to Council for consideration. Final approval or acceptance of the plan is determined by Council.
When requested by Council, the Commission is responsible for making recommendations concerning zoning in the Borough; preparing long-range capital improvement programs; promoting public interest in, and understanding of, the comprehensive plan and planning in general, plus numerous other matters.

Example 2:

The Planning Commission is a five-member Board which deals with land-use issues, reviews all development projects in the Borough, and recommends their findings to Council.  The Planning Commission also prepares amendments to the Zoning Ordinance with the assistance of the planning consultant and the engineering consultant. The Planning Commission meetings are scheduled for the fourth Thursday of each month at 7:30 PM in the Municipal Building, provided that there is business to conduct.
Example 3:

9 members (4-year terms). Meets monthly.

Under the authority granted by the PA Municipalities Planning Code (Act 247 of 1986, as amended), the Planning Commission's main purpose is to guide land use and development, a responsibility delegated by the State to local municipalities. To accomplish this, the Planning Commission has formalized its goals and policies in a Comprehensive Plan, a Zoning Ordinance, and an official map. Through meetings and public hearings, it oversees the administration of the latter two documents. All are revised and updated to reflect the evolving ideas about how a community should grow. In these and other activities, the Commission attempts to solve current problems and to present to the community a plan for the future.

Example 4

The [N] Borough Planning Commission was created by Borough Council to act as an advisor to Council on matters of community growth and development. At the direction of Council, the Planning Commission may be required to prepare a Comprehensive Plan for the Borough, to prepare and make recommendations on an official map and/or to prepare Land Use Control Ordinances including Zoning Ordinances and Subdivision and Land Development Ordinances. 

Planning Commissions can also serve as a way for citizens to make their views known on growth, planning and the direction the Borough is taking. 
Example 5
a planning commission of three to nine members to monitor land use, develop a comprehensive plan and advise the supervisors.
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Zoning Hearing Board:

Example 1:

The primary purpose of this 3-member board is to help ensure fair and equitable application and administration of the zoning ordinance by hearing appeals on the zoning officer's determinations and by granting relief from the literal enforcement of the ordinance in certain hardship situations by granting a variance. The board has no legislative power, it can neither make nor modify zoning policy. Neither does the Zoning Hearing Board have enforcement powers. It is a quasi-judicial body; that is, its powers are to some extent judicial in nature. The board schedules hearings on applications and appeals that come before it, takes evidence and issues written decisions with findings of fact and conclusions of law. It must limit its scope of activities to those permitted by the Pennsylvania Municipalities Planning Code (MPC) and by the Borough's Zoning Ordinance. The members of the board serve 6-year overlapping terms.

Example 2:

The Zoning Hearing Board is a three-member Board whose function is to hear appeals of the decisions of the Zoning Officer.  The Board has the authority to approve exemptions from certain requirements contained in the Zoning Ordinance by granting a variance.  Although Council appoints this Board, the Board's decisions can be appealed only through the State Courts.  The Zoning Hearing Board meetings are scheduled for the fourth Wednesday of each month at 7:30 PM in the Municipal Building,  provided that there is business to conduct.

Example 3:

3 Members (3-year terms). Meets as needed.

As required by the PA Municipalities Planning Code, any community enacting a zoning ordinance must also create a zoning hearing board. Its primary purpose is to assure fair and equitable application and administration of the zoning ordinance by hearing appeals on the zoning officer's decisions and by granting relief from the literal enforcement of the ordinance in certain hardship situations. It is a quasi-judicial body that schedules hearings on applications and appeals, takes evidence, and issues written decisions or findings of fact. It must limit its scope of activities to those permitted by Act 247 and the local zoning ordinance.
Example 4:

As required by the Pennsylvania Municipalities Planning Code (MPC), any community enacting a Zoning Ordinance must also create a Zoning Hearing Board. The primary purpose of such a board is to help assure fair and equitable application and administration of the Zoning Ordinance by hearing appeals on the Zoning Officer's determinations and by granting relief from the literal enforcement of the ordinance in certain hardship situations. Since the board has no legislative power, it can neither make nor modify zoning policy. Neither does the Zoning Hearing Board have enforcement powers. It is a quasi-judicial body; that is, its powers are to some extent judicial in nature. The board schedules hearings on applications and appeals that come before it, takes evidence, and issues written decisions with findings of fact and conclusions of law. It must limit its scope of activities to those permitted by the MPC and by the local Zoning Ordinance. 

Example 5:

a zoning hearing board to hear and decide upon requests for zoning variances; and other various positions to accommodate township needs including: a solicitor/attorney, secretary, engineer, and fire and police chiefs.

[Return to Top]
Solicitor

Example 1:

The Solicitor provides legal advice and represents the Council in legal actions.  This is a paid position.


Example 2:

The Township Solicitor is appointed annually to serve at the pleasure of the Board, must be licensed to practice law in the Commonwealth of PA, and may be one person or a law firm.   He directs and controls all the legal matters of the Township.  

 

His duties include preparing  or approving bonds, contracts, leases, ordinances, and assurances to which the Township may be a party.  He commences and prosecutes all actions brought by the Township for or on account of any of the estates, rights, trusts, privileges, claims, or demands, as well as defends the Township or any Township officer against all actions or suits brought against the Township.  When requested he provides the Board an opinion in writing upon any question of law.

Example 3:

Article XI of the Second Class Township Code states that the Township Board of Supervisors may appoint and determine the compensation of the Township Solicitor. The Township Solicitor must be licensed to practice law in the Commonwealth of Pennsylvania and serves at the pleasure of the board. The Solicitor, who is appointed and annually reappointed at the January Organizational Meeting, directs and controls all legal matters of the Township (except as otherwise provided by law). No additional attorneys may be employed without assent or ratification of the Board.

More examples from state Municipal Code:

Section 1101. Township Solicitor.--The board of supervisors may appoint and determine the compensation of a township solicitor. The township solicitor shall be licensed to practice law in this Commonwealth and may be one person or a law firm, partnership, association or professional corporation. The township solicitor serves at the pleasure of the board of supervisors. 

Section 1102. Solicitor to Have Control of Legal Matters-The township solicitor shall direct and control the legal matters of the township, and no official or official body of the township, except as otherwise provided under law, shall employ an additional attorney without the assent or ratification of the board of supervisors. 

Section 1103 of the Second Class Township Code describes the duties of the solicitor and states that the Township Solicitor "when directed or requested to do so, shall prepare or approve any bonds, obligations, contracts, leases, conveyances, ordinances and assurances to which the township may party. The township solicitor shall commence and prosecute all actions brought by the township for or on account of any of the estates, rights, trusts, privileges, claims or demands, as well as defend the township or any township officer in which any of the estates, rights privileges, trusts, ordinances or accounts of the township may be brought in question before any court in the Commonwealth and do every professional act incident to the office with which the township solicitor may be authorized or required to do by the Board of Supervisors or by any resolution. The Township Solicitor shall furnish the Board of Supervisors, upon request, with an opinion in writing upon any question of law."
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Zoning/Building Inspector and Officer
Zoning Officer

Example 1:

The primary means of managing land use activities is municipal zoning.  The public involvement in private land use and business activities begins with an application to the municipal zoning office for a permit.  In [N] there are generally two types of permits: (1) a permit approving start of construction and (2) a use permit, which acknowledges that under the municipal zoning ordinance that the use or activity is a permitted activity on the property.  The Township uses use zoning permits as a method of policing and enforcing the Township land use regulations.  Since not all land use applications involve construction, use permits can take two forms: (1) authorize or legalize use of the property, and (2) use occupancy permit after construction is completed as a means of insuring that the construction and the occupying use conforms to the application as filed and that all municipal requirements are met.

The Township Zoning Ordinance is enforced by the Township Zoning Officer.  If the applicant's (a developer or builder) project specifications meet the requirements of the zoning ordinance, as the zoning officer understands them, the application is normally approved.  If the zoning provisions are not met, the application is denied.  A zoning officer is not vested with a wide range of discretionary power to waive requirements or to tighten the ordinance to protect some perceived public need.  The PA Municipalities Planning Code, Section 614 states that "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.”  If the applicant or a concerned property owner disagrees with the zoning officer’s determination, the remedy exists to appeal the determination to the Township's Zoning Hearing Board.  The Township Zoning Officer oversees and administers and makes determinations on all zoning permits on behalf of [N].
Example 2:

Duties of the Zoning Officer include:

1. Receive all applications for building permits; issue permits when there is compliance with the provisions of this ordinance, other township ordinances and laws of the Commonwealth of Pennsylvania. 

2. Inspect the lands and buildings built or altered under this ordinance to insure that they comply with the provisions of this ordinance; and upon satisfactory completion of said inspection, issue a Certificate of Use and Occupancy. 

3. Receive applications for special exceptions and variances and refer these applications to the Zoning Hearing Board for action thereon. 

4. Following refusal of a building permit or refusal of a Certificate of Use and Occupancy, receive any appeals from alleged error of the Zoning Officer and any appeals for variances from the terms of this ordinance and forward these to the Zoning Hearing Board for action thereon. 

5. Keep a permanent record of all plans and applications for permits and all permits issued, with a notation as to all conditions attached thereto. 6. Maintain a map or maps showing the current zoning classification of all land in the township.

When directed in writing by the Board of Supervisors, the Planning Commission or the Zoning Hearing Board as specified below, the Zoning Officer shall: 

1. Conduct investigations to determine compliance or noncompliance with the terms of this ordinance. Such investigations shall be conducted only at the specific request of the Board of Supervisors and shall normally not involve matters that would be reviewed and investigated as part of the Zoning Officer's primary duties. Such investigations may be directed toward a problem located upon a specific site or they may be area wide investigations to determine general compliance with the terms of this ordinance. 

2. Institute, with the approval of the Board of Supervisors, proceedings in courts of proper jurisdiction for the enforcement of this ordinance.

3. Upon the request of the Board of Supervisors, Planning Commission, or Zoning Hearing Board, present to such body facts, records or any similar information to assist such individuals or bodies in reaching a decision upon a specific application, plan, or appeal. 

Limits of Authority

1. The Zoning Officer shall administer this 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 that does not conform to this Zoning Ordinance. Construction or uses that require special exception or variance shall be issued building or use certificates only by order of the Zoning Hearing Board. Construction or uses that require Planning Commission and Board of Supervisor review as land development under the Subdivision and Land Development Ordinance shall be issued building permits or use certificates only following final approval by the Board of Supervisors. 

2. The Zoning Officer shall issue no permits for the construction or use of land and buildings unless it conforms to all township ordinances and the laws of the Commonwealth of Pennsylvania. 

3. The Zoning Officer shall revoke a permit or approval issued under the provisions of this ordinance in case of any false statement or misrepresentation of fact in the application or on the plans on which the permit or approval was based. Moreover, any permit issued in error may be revoked immediately and shall in no case be construed as waiving any provision of this ordinance.
Example 3:

The zoning officer shall literally interpret and enforce all the provisions of the zoning ordinance and shall have such duties and powers as are conferred on him\her by the zoning ordinance and are reasonably implied for that purpose. 

1. Applications: zoning certificates, building permits and inspections in accordance with the provisions of the zoning ordinance. 

2. Inspection: The zoning officer may examine, or cause to be examined, all structures and/or land for which an application has been filed for a zoning certificate, and he/she may conduct such inspections from time to time, during and at completion of the work for which a zoning certificate has been issued 

3. Non-conforming uses: The zoning officer shall keep an up-to-date list of all non-conforming uses.

Building Officer
Example 1:

A zoning/building officer to receive and evaluate requests for building and zoning related permits and investigate complaints of violations.

Example 1:

The Building Permit Officer is responsible for processing building permit applications.  In doing so, the officer ensures that any all preliminary permits and applications needed to award a Building Permit have been awarded and is responsible for examining construction plans and building sites and existing structures with regards to these applications and making necessary inspections to ensure that construction is completed in compliance with the Pennsylvania Uniform Construction Code (UCC) and any special provisions the Township may enact by ordinance in addition to the UCC.  The Building Permit Officer, when requested by proper authority, or when public interest requires, is also responsible for investigations in connection matters referred to in the building code and report on these investigations. 

In the course of these duties, the building officer may issue notices or orders as necessary to ensure removal of illegal or unsafe conditions and secure needed safeguards during construction.
Codes Enforcement Officer:

Example 1:

Aside from enforcing certain Borough ordinances and codes, the Code Enforcement Officer is responsible for issuing building, electrical, plumbing and demolition permits. It is noted that permits are required for everything except painting, wall coverings, and floor coverings. Residents are required to complete an application form prior to a permit being issued. With the exception of new construction or major reconstruction, most permits are issued within three (3) days of submitting the required application form.

Example 2:

This position is appointed annually by the Board of Supervisors. The Code Enforcement Officer issues driveway and building permits for new construction and / or remodeling. He / she regularly surveys township properties for violations and issues citations and notices, collects fees and keep records of all building activity to report to the Board of Supervisors.

Sewer and Water Authority (Or Municipal Authority):

7 Members (5-year terms). Meets monthly.

Attempts to resolve problems related to the community's sewer and water needs. Assists in planning for and, when feasible, obtaining financing for the acquisition or construction of public water and sewer systems to be leased to and operated by the Borough. Also, looks for alternative means for providing such services.

Engineer
Example 1:

The Engineer provides technical advice, prepares plans and specifications, and provides oversight on most civil engineering projects.  Sometimes specialty engineers are retained for particular projects.  These are paid positions.

Example 2:

The Borough Engineer is responsible for the design and the inspection of all Municipal Construction Projects. The work may include new facilities or the rehabilitation of existing ones. Borough Engineer activities may involve the water systems, roadway networks, recreational facilities, storm drainage, sanitary sewer systems or municipally owned buildings

Example 3:

A township engineer can be invaluable to a township board in matters involving public utility improvements, plat approvals, site plan review, and other technical engineering or surveying problems.

Example 4:

The engineering activities of a municipality typically are considered a part of the public works functions of the community, which involves a variety of civil engineering related duties and responsibilities.  Each year, the [N] Township Board of Supervisors appoint a consulting engineer to perform local engineering functions in support of Township projects and, in particular, road and infrastructure projects.  In [N] Township, the Township Engineer also serve in an official capacity in accordance with Article XII of the PA Second Class Township Code and assists the Township in a variety of areas the may include, but not be limited to the following:

· Accurate, up-to-date maps of the municipality. 

· Providing engineering standards review for all new subdivisions and land developments. 

· Design services for public works infrastructure projects. 

· Determination of improvement guarantees and bonds and the release of security for public projects and private facilities being dedicated to the Township. 

· Assisting the Township Road Master in the permitting and inspection of road cuts and other work impacting the public rights-of-way. 

· Serving as a liaison with the PA Department of Transportation. 

· Assisting in the long-term planning for future public works projects. 

· Surveying services for municipal projects. 

· Provide advice to the municipality on current governmental regulations affecting public facilities, civil engineering and public works operations. 

Other boards, committees and job descriptions:

The Borough Council appoints a number of people to assist them in the conduct of local government affairs.  Some of these people have particular job skills; others concentrate on a specific area of community concern.  
The Codes Management & Appeals Board is a five-member Board whose role is to hear appeals of the Building Inspector's decisions relative to compliance with the building codes adopted by Borough Council.  This Board convenes only when there is pertinent business.
Historical Architectural Review Board

Example 1:

All construction, including signs, which are in the Historic District and are visible from any Borough street or way, must be reviewed by the Historical Architectural Review Board which makes recommendations to Borough Council. Borough Council then acts on these recommendations before a building permit is issued.

Example 2:

The Borough has an appointed Historic and Architectural Review Board (HARB) in accordance with the State Act which enables the designation of Historic Districts in Pennsylvania. The Borough has an official Historic District which is "overlayed" on the Zoning District map. The HARB reviews all exterior building changes, additions, new construction, demolition, and signs, within nthe designated Historic District. The Board does not regulate the repainting or color of buildings as long as no other construction is planned. 

Rental Properties

The Borough requires that all rental properties be licensed, registered, and inspected. The registration fee is $30.00 per unit, per year, with a registration deadline of January 31 each year. Property must be registered in the new owner's name(s) within ten (10) days of the settlement date. All new rental units are inspected as soon as possible. Existing units are inspected on a three-year cycle. The BOCA National Existing Structures Code of 1996, as amended, is used for inspection of properties.

Shade Tree Commission 

A Borough may appoint a Shade Tree Commission and give it exclusive custody and control of the shade trees in the Borough. The N Borough Shade Tree Commission has the authority to plant, remove, maintain and protect shade trees on public streets and highways of the Borough. In addition, the commission reviews applications for the removal of significant shade trees on private properties to assure that such removals are justified and, if so, to mitigate the impact of the removal on the community. 

Park and Recreation Board 

Boroughs have the power to provide, improve, maintain and regulate public parks, playgrounds, playing fields and recreation centers. In N Borough a Park and Recreation Board was formed to function in an advisory capacity to Borough Council in determining the amounts and kinds of recreation most needed by its citizens. The Board also has the responsibility to equip, operate and maintain recreation facilities. 

Permit Process
A building permit is required if you intend to construct, enlarge, alter, repair, move, demolish or change the occupancy of a residential building, or erect, install, enlarge, alter, repair, remove, convert or replace any electrical, gas, mechanical, plumbing system or swimming pool regulated by the Uniform Construction Code.
PA Labor and Industries Uniform Construction Code Information Web Page
Example 1

The construction of a new residential home in [N] Township requires three permits from the Township; a Driveway Permit, a Zoning Permit, and a Sewage Permit. The term zoning includes such things as mobile homes, pre-made sheds and gazabos.  If you have a question please contact the permit officer.  Failure to obtain a permit could result in fines of up to $ 500.00 per day that you do not have a permit.    

If you are building a new home, the first permit you should obtain is the Sewage Permit.  This permit is obtained from the Township Sewage Enforcement Officer (SEO).  The requirements for this permit are to have a site that has been tested and found to be acceptable for a on-lot sewage disposal system, have the required planning approvals from the Pennsylvania Department of Environmental Protection, and have a approved design for the construction of the sewage system.  The Township SEO will instruct you on what will be required based upon your situation.  

Once you have obtained sewage approval you will need to obtain a Driveway Permit.  If you will be accessing a Township Road this permit will be issued by the Township Road Master.  If the driveway will be accessing a state road, then you will need to contact the Pennsylvania Department of Transportation (Penn Dot) for a Highway Occupancy Permit.  If you plan on creating any new access from your property to the road, a driveway permit must be obtained prior to construction.  

Once you have obtained a Sewage, and Driveway permit, you will need to apply for a Zoning permit.  The Zoning permit application can be obtained from the Township Code Officer.  The Code officer will review the application for compliance with the Jackson Township Zoning Ordinance.  If the application is in compliance with the Ordinance, a Zoning Permit will be issued.   

Each project is evaluated using the above criteria, but each project will have its own unique characteristics that must be evaluated.  No two projects are the same, and the requirements for permitting will vary with each individual project.  You should contact the appropriate permitting official to see what will be required for your project.  There are specific time limits for the issuing of permits.  Ask the appropriate official what time requirements, and limits apply.  
Example 2

1. Visit or call your local code official. The Code Official will ask "What are you going to do and where are you going to do it?"  Then, he will explain the requirements (codes/ordinances) regarding your project.  The initial contact will provide the resources and information you will need to make your project a success and avoid the potential problems that could cost you time and money.

2. Submit application. The permit application requires information about your construction project.  You will be asked to document who will perform the work and what, when and how the work will be done. Sketches, drawings, plans or other documentation of the work will have to be submitted for review.  Also, you must pay the appropriate permit fees.

3. Waiting during review process. The majority of permit applications are processed with little delay. The Code Official will determine if your project is in compliance with the construction codes, zoning ordinance and other municipal or state ordinances and statutes.

4. Receive results of review process. If compliance with the code and other applicable regulations is determined, the application is approved and a permit is issued.  If compliance is not determined, your application as submitted will be denied.  If you are refused a building permit, you can correct the Code violation(s) or you may appeal the decision.

5. Receive permit. The building permit is the document granting legal permission for you or your contractor to start construction.  You must proceed as approved pursuant to the permit.  Inspections required for your project will be indicated on the permit.  You will be required to post the permit in a window or other prominent place at the construction site, keep a copy of the approved plans at the site and bring any proposed changes to the attention of the Code Official immediately.  Changes will require a review and approval in the same manner as the original application.

6. Arrange inspection visits. Each major phase of construction must be inspected by the Code Official to make certain the work conforms to the appropriate code, the building permit, and the approved plans.  Normally, 24 hours advance notice is required.  You must call the Building Department to schedule an inspection.

7. Receive Certificate of Occupancy. When code compliance is determined, the inspector issues a certificate of occupancy.  This certificate is the formal document that marks the completion of your construction project and gives you permission to occupy your new or renovated building with the knowledge that it has satisfied the safety standards of the building code and the Borough of [N].

BOCA Board of Appeals 

In accordance with the BOCA National Building Code, the Borough has an Appeals Board to hear appeals from the decision of the Building Inspector as well as to consider requests for variances from the Building Code. They meet on an as-needed basis. 

Board of Supervisors
· The Board of (3) Supervisors. The supervisors act as the legislative and executive branch in Pennsylvania local government. There is no township judiciary branch in Pennsylvania government. The duties of the supervisors include setting policies, enacting ordinances, adopting budgets, levying taxes, approving expenditures, hiring employees, managing roads, appointing and monitoring a planning commission, and appointing a zoning hearing board.

Additional appointed officials may include: 

Road Master
· a road master is responsible for maintenance of township roads and bridges, snow and ice removal, drainage projects, traffic controls and maintenance of all motorized equipment.

EMA
Emergency Management Agency

Emergency situations can occur anywhere and at anytime. Maine Township's Emergency Management Agency (EMA) is prepared to respond to a wide range of calamities by assuring the continuity of Maine Township Government and by serving as a support and coordination post for emergency aid personnel.

The North Maine Fire District, Cook County Police, Maine Township Highway Department, Red Cross and Salvation Army are just a few of the emergency response entities that Maine Township EMA will coordinate with in case of a disaster.

Moreover, the Maine Township EMA has a comprehensive Emergency Operations Plan (EOP) in place that addresses the Township's response to a variety of disaster scenarios. The Township EMA assigns responsibilities to each Township department as well as to private and government agencies that might respond. While the EMA's primary area of concern is the unincorporated area, it has cooperative agreements in place with several surrounding municipalities and can provide assistance for any area in Illinois.

In the event of a community emergency or disaster, EMA will provide shelter and evacuation information, damage assessment, and recovery information. In the event of a Presidential Emergency or Disaster Proclamation, Maine Township EMA will serve as the local contact for the state and federal governments as well as federal grants and loans to individuals, local businesses, and governments.

Under the Commonwealth of Pennsylvania law, the responsibility for the response to an emergency rests at the lowest level of government. Therefore, each municipality is required to have a municipal emergency management coordinator, nominated by the Board of Supervisors, and then appointed to the position by the Governor of Pennsylvania. This individual is then required to complete the state-mandated certification program

Delaware Township's EMA coordinator's mission is to work closely with the Pike County Emergency Management coordinator, to coordinate all emergency management functions within the municipality. In the event of a major disaster or other emergency, the coordinator is called upon to assist with coordinating the overall response and recovery operations within the municipality. 

Chief of Police

Plans, coordinates, supervises, and evaluates police department operations

Identifies and plans for current and future law enforcement needs in a potentially rapid, changing environment through tracking crime trends, demographic influences, projected community growth, available resources, and researching other communities efforts at maintaining public safety

Plans and implements a law enforcement program for the Township in order to better carry out the policies and goals of the Township Management and Board; reviews Department performance and effectiveness, formulates programs or policies to alleviate deficiencies

Establishes and implements the objectives of the Township Police Department

Develops policies and procedures for the Department in order to implement directives from the Board of Supervisors or Township Manager

Oversees and monitors the operations for the Department and shall make any necessary policy adjustment

Regulates and supervises unit commanders

Coordinates the information gathered and work accomplished by various officers; assigns officers to special investigations as needs arise for their specific skills

Prepares, or directs the preparation of press releases to various media outlets

Assures that personnel are assigned to shifts or working units which provide optimum effectiveness in terms of current situations and circumstances governing deployment consistent with the collective bargaining agreement

Evaluates evidence, witnesses, and suspects in criminal cases to correlate all aspects and to assess for trends, similarities, or for associations with other cases when deemed appropriate

Supervises and coordinates the preparation and presentation of an annual budget for the Department; directs the implementation of the Department’s budget; plans for and reviews specifications for new or replaced equipment. Prepares and administers the capital budget

Directs the development and maintenance of systems, records and legal documents that provide for the proper evaluation, control and documentation of Police Department operations

Directs the training and development of Departmental personnel.  Establishes training standards consistent with mandated requirements and needs of the Department

Directs the operations of the Special Police, School Guards, Police Dispatchers, and any other police-related operations

Handles grievances, maintains Departmental discipline, and the conduct and general behavior of assigned personnel

Enforces disciplinary action against any employee of the Township Police Department when necessary

Receives citizen complaints concerning law enforcement employees and public safety issues, and actively investigates, or causes to be investigated, to ensure that public safety or community confidence is not compromised and staff behaves in an appropriate and professional manner

Prepares and submits periodic reports to the Township Manager regarding the Department’s activities, and prepares a variety of other reports as appropriate

Monitors the use of Departmental resources

Meets with elected or appointed officials, other law enforcement officials, community and business representatives, and the public on all aspects of the Department’s activities

Attends conferences and meetings to keep abreast of current trends in the field; represents the Township Police Department in a variety of local, state and other meetings and organizations

Cooperates with County, State and Federal law enforcement officers and organizations as appropriate, and where activities of the Police Department are involved

Controls assignments and transfers of all officers, supervisors, and employees of the Police Department

Ensures that laws and ordinances are enforced in a fair and unbiased manner and that the public safety is maintained.
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