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Preface

This manual outlines the standard operating procedures of the Office of Code
Enforcement. While it is intended to provide thorough guidance, it is not all
encompassing. There will be situations which are not addressed, which will require
research of the applicable federal, state and/or borough laws. When in doubt,
check the references at the back of this manual, look at previous situations, contact
colleagues from other agencies, or departments. The Borough or Zoning Hearing
Board Solicitors can offer help in legal matters.

Mission Statement

The mission of the Forty Fort Borough Code Enforcement Office is to build a better
community by maintaining safe housing and clean, tidy properties, acting professionally,
treating all residents with dignity and respect, enforcing codes and ordinances equally and
fairly, and addressing questions, concerns, and complaints promptly.

1. Ethics and Conduct
All employees are to always conduct themselves in an ethical and professional manner.
Remember, you represent Forty Fort Borough to everyone you encounter.

a. Employees are to have Code Enforcement Office identification and display it on
request.

b. Employees are to project a professional appearance. Wearing uniform shirts and/or
jackets is highly recommended. T-shirts may be worn but collared shirts are preferred.
No sleeveless shirts, wife beaters, ripped jeans. Wear shoes appropriate for the job.
No sandals or flip-flops.

c. Treat everyone equally. Discrimination based on race, color, creed, national origin,
gender, or sexual orientation will not be tolerated.

Dishonesty of any sort will not be tolerated and shall be cause for dismissal.

e. Do not argue with anyone. If someone disagrees with you, listen to their position. If
you disagree, quietly state your position, and explain the means available for appeal.

f. Do not tolerate abusive behavior, physical contact or swearing. If such behavior
occurs, give one warning. After that, hang up the phone, ask the person to leave the
office, or leave the location. Do not hesitate to request police assistance if you feel
threatened.

g. When issuing a verbal or written warning, notice of violation, ticket, or citation be
sure the level of discipline is appropriate.

h. Employees operating Borough vehicles are to comply with all traffic laws including
speed limits. traffic light and stop signs. Be especially mindful of school zone speed
limits and school bus laws.






2. Record Keeping
Records shall be maintained in accordance with the Municipal Records Manual. All
building permit applications, permits and certificates of occupancy must be maintained
either electronically or hard copies must be placed in the property’s file folders. Permit
records for commercial buildings must be maintained until the building is destroyed or
demolished. Records of zoning permit applications, permits issued or denied, certificates
of compliance or nonconformity, inspections, certificates issued, complaints filed and
results, violations, notices, penalties assessed, QOL tickets issued, etc. must be stored
electronically or hard copies maintained. Records disposed of must be recorded as
required.

3. Handling of Violations.

All violations must be recorded in iWorQ as soon as practicable. Pictures should be taken and
filed in case file. Do not enter private property without permission from the owner or
occupant. Use the Complaint / Permission for Entry Form.

a.

Borough Ordinances. For violations of the Borough Code of Ordinances,
notification requirements must be followed before any prosecution is initiated. Care
should be taken to make sure Code Enforcement can enforce Ordinance. Some
specify Police Department enforcement.

1. If a violation is initiated for a cracked, broken, or heaved sidewalk and a
tree lawn tree is the cause, consult with the Shade Tree Commission to
determine if tree should be removed or if other methods should be utilized
to repair the sidewalk.

2. Employees should not remove signs from tree lawns without giving notice
as required by Code (For tree lawns, give 24 hours’ written notice, using
Notice of Violation. After required notice, remove signs and bill for time
consumed. Signs on poles, in park or on Borough property can be removed
and QOL violation issued if owner or person placing sign is known.

3. Notification can be made by mailing a violation letter or delivering a
notice of violation by hand or affixing notice to building near entrance
door. Do not e-mail violation notices.

Quality of Life. All violations covered by Quality-of-Life Ordinance are to receive a
QOL ticket. If not corrected within 72 hours, a second violation should be issued.
Additional time may be allowed at the discretion of the Code Enforcement Officer, if
he or she determines that additional time is necessary to correct the violation. Once a
ticket is written and delivered, fines must be paid. Fines may be reduced by the QOL
Appeals Officer only. All recipients of QOL tickets should be notified of their right to
appeal the fine. There will be no reduction in fines for second and subsequent
offenses.

Delivery of QOL ticket. Tickets should be hand delivered to an adult at the location of
the violation. Alternatively, tickets can be attached to the building, in a highly visible
location like the front door. Tickets are not to be placed in mailboxes.



c. Zoning Ordinance. For violations of the Zoning Ordinance, the procedures
prescribed by §27-1206 must be followed.

d. Property Maintenance Code. For violations of the International Property
Maintenance Code, the procedures outlined in that Code must be followed. Notices
must include the location of the violation, a clear explanation of the violation, a
corrective order allowing a reasonable time to correct the violation, an explanation of
the recipient’s right to appeal, and the right of the Borough to correct violations and
file a lien to recover the cost of corrective action. The Code currently specifies that
notices must be personally delivered or sent via Certified Mail. Verbal notices are not
permitted.

e. Violation Tickets. At the discretion of the Code Enforcement Officer, the following
violations may be handled in accordance with the Violation Ticket Ordinance
(Chapter 6 Section 9 of the Code of Ordinances).:

Fire and Safety Inspection Program: Ordinance No. 2006-9 (Chapter 5).

Streets and Sidewalks: Ordinance No. 1997-1, as amended by Ordinance No. 2009-8
(Chapter 21, Part 2).

Trees: Ordinance No. 1994-5, as amended by Ordinance Nos. 2002-7, 2008-1,
2009-1, 2009-2, 2009-8, 2012-6, 2013-3 and 2014-3 (Chapter 25).

Violation tickets should be delivered in the same manner as QOL tickets.

4. Complaints
All complaints are to be filed in writing, using the prescribed form or by using the citizen
portal. Verbal or anonymous complaints should be handled by checking complaints from
public property. Do not enter private property without authorization. Complaints must be
investigated within 5 days of receipt and the findings recorded in the iWorQ Code
Enforcement application. Complaints are not public records and should not be released to
anyone. The complainant may be notified that their complaint was verified and will be
dealt with or was unfounded and closed. Details should not be shared.
If a complaint is received for a condition handled by another department, record the
complaint in iWorQ as an Assist and notify the appropriate department head. Examples
include street defects, sewer problems, dangerous shade trees etc. which should be
reported to the DPW Foreman. Traffic light malfunctions should be reported to the Police
and DPW. Streetlight issues can be reported to UGI.

5. Citations
Citations should be issued or filed only after affording the violator notice of the violation
and reasonable time to correct the violation. For violations covered by the Quality of Life
Ordinance, QOL tickets are preferred. QOL repeat offenders can be cited (see QOL
Ordinance). For International Property Maintenance Code violations, citations should not
be issued prior to the expiration of the appeal period provided in the Code.


https://ecode360.com/30900732#30900732
https://ecode360.com/30900748#30900748
https://ecode360.com/31776179#31776179
https://ecode360.com/30900752#30900752

6. Licenses.
The types of licenses issued by the Code Enforcement Office include but are not limited
to Contractor, Dumpster Contractor, Refuse Hauler, Conveyance Certificate of
Occupancy, Abandoned Property Registration, Residential Rental Occupancy, Fire &
Safety Certificate of Occupancy, Transient Merchant (fixed location), Transient Merchant
(non-fixed location), and Solicitor. License classifications may be added by action of
Council.

a. Contractor License. Contractor licenses are required for any contractor working on a
commercial structure and for any contractor employed by a utility company to make
an opening in a public street, alley, sidewalk, or tree lawn. New contractor license
applications must include a copy of a license issued by another municipality.

b. Dumpster Contractor License. Any person or company who places a construction or
non-construction waste dumpster on public or private property must hold a license.
Licenses are valis from January 1 to December 31 with no provision for part year
discounts.

c. Refuse Hauler License. Any person or company who picks up municipal waste
curbside or provides commercial use dumpsters must hold a license. Licenses are
valid from January 1 to December 31 with no part year discounts.

d. Conveyance Certificate of Occupancy. All properties being sold must be inspected
and a certificate of occupancy issued prior to sale. If no violations are found during
inspection, a Use and Occupancy Certificate will be issued. If minor violations are
discovered, a Temporary Use and Occupancy Certificate will be issued. The seller or
buyer must correct the violations within one year of closing. Once corrected, a Use
and Occupancy Certificate will be issued. If major violations are found, a Temporary
Certificate of Access will be issued to allow access to correct violations. The property
shall not be occupied for any other purpose.

e. Abandoned Property Registration. The Borough maintains a register of abandoned
and/or foreclosed properties. Registration is valis for one (1) year.

f. Residential Rental Occupancy. All residential rental dwellings must be registered, and
inspected before a license can be issued. Licenses are valid for the two year period
prescribed by the ordinance, based on location.

g. Fire & Safety Certificate of Occupancy. All commercial, educational, and institutional
occupancies must be inspected annually, by April 13t of each year.

h. Transient Merchants and Solicitors. Transient merchants are individuals, companies
and organizations engaged in selling products either from a fixed location or door to



door. Solicitors are individuals, companies or organizations going door to door
soliciting business or orders for goods or services.

7. Permits

a.

Permits. Forty Fort permits are to be prepared in iWorQ Permit Management module.
Permit applications must be submitted in accordance with published instructions.
When inputting permit information, you must show the residential / commercial
information, construction type and use group. The Flood zone must be entered. In
zones other than X, the Floodplain Manager must approve the permit before it is
issued. Permits created in iWorQQ must be assigned to the proper person (Building
Permits go to Inspector; Zoning, Subdivision and Land Development Permits go to
Zoning Officer; Sewer Hook Up Permits go to the DPW Foreman; all other permits
should be assigned as directed by the BCO). Reference Numbers. Zoning, Pave Cut,
and Shade Tree permits require a reference number. Use prefixes Z, PC or ST
followed by the 2 digit year a dash and the number, starting with 001 for the first
permit issued in the year. For example, the first Pave Cut permit of 2024 would be
PC24-001; the seventh Shade Tree permit would be ST24-007, etc.

West Wyoming permit applications must be on the approved form and include

All required information and documentation. Checks should be made

Payable to West Wyoming Borough.

No permits are to be issued if work is being done by a contractor, without a
Certificate of Insurance naming Forty Fort Borough as a certificate holder. If the
property owner is doing work without a contractor, no certificate is required. The
same procedure applies to West Wyoming permits.

Commercial Building Permits. Building permits are required for all commercial
construction and/or repairs except those exempted by the Uniform Construction
Code. Commercial construction applications must include drawings prepared by an
architect or engineer. Repair or replacement applications do not require drawings.
Drawings must be reviewed and approved by a certified plan reviewer prior to issuing
permit. If the use of commercial occupancy changes, a building permit must be
issued, and inspection performed. The inspector will issue a certificate of occupancy,
a copy of which is provided to the owner of the property and a copy maintained in the
Code Enforcement Office files. All contractors working on commercial buildings
must hold a valid Forty Fort Borough contractor license.

Residential Building Permits. Buildings containing one or two dwelling units are
governed by the International Residential Code. Check the Borough exemption list to
determine if a permit is required. Residential building permits should be reviewed by
the BCO for completeness and compliance with codes.

Zoning Permits. Applications for zoning permits are to be reviewed and issued by
the Zoning Officer only. Permits may be issued only if the proposed work fully



complies with the current zoning ordinance. Any proposed work that will not comply

must be approved by the Zoning Hearing Board.

1. If an application for a zoning permit is incomplete, the application must be
rejected. You can assist with items such as PIN numbers, Zoning District, Flood
Zone and lot dimensions. If the request does not conform with the requirements
of the ordinance, the applicant must be notified in writing within 60 days of
receipt of application. The denial letter must indicate the specific parts of the
ordinance which prevent approval, the right to appeal or request a variance or
special exception and the cost of the hearing. An application for hearing should be
included.

2. When an applicant requests a hearing before the Zoning Hearing Board the
following procedure must be followed:

* Notify members of the Board and the Solicitor of the hearing date (use form
letter in the Zoning Folder in Buffalo).

Notify the applicant of the hearing date (use form letter in Buffalo).

Notify neighboring property owners as required by ordinance.

Publish hearing notice in newspaper as required (currently in 2 successive

weeks not more than 30 days or less than 7 days before the hearing date)

Post hearing notice at front of property at least 14 days before hearing.

3. Work authorized by a Zoning Permit must be started within one year and must be

completed within two years of date of issuance.

Pave Cuts. Pave Cut permits are required for any work that involves opening the
surface of any street, alley, tree lawn or sidewalk to access underground utilities.
Permits are required prior to beginning work, except in cases of emergency. In such
cases, applications must be submitted within three (3) business days. Anyone other
than the utility company making the pave cut must have a current contractor license
and submit a certificate of insurance in the minimum amounts required by the
ordinance. Pave Cut Permits should only be issued to utility companies and
contractors hired by the utility. Contractors must be licensed by Forty Fort Borough.

Subdivisions. Subdivisions must be approved by the Planning Commission. Their
recommendation is passed on to Borough Council for final approval. When an
application is made for a subdivision, it must be determined if it is a major or minor
subdivision. Refer to the ordinance for guidance. A copy of the application and the
drawings must be sent to the Borough Engineer for approval and comment. The
applicant is responsible for filing an application with drawings at the Luzerne County
Planning Commission office. The County Planning Commission will make non-
binding recommendations. The Code Enforcement Officer is responsible for
scheduling Planning Commission meetings. The procedure is the same as for Zoning
Hearing Board meetings (notify commission members, applicant, place notice in
newspaper twice, etc.). Fees must be paid prior to scheduling the meeting.



g. Sanitary Sewer Hook-Ups. Sewer hook-up permits are required for new
construction, in the event a building is not currently hooked up to the borough sewer
system, and in cases where an existing lateral is split into two or more separate
laterals. The DPW Manager should be notified as they will provide the connection
from the sewer main to the curb. Contractors are not to dig beyond the curb. Do not
issue pave cut permits to private contractors without approval of DPW Manager,
possession of contractor license required by Borough Code §21-102.6 and proof of
insurance coverage required by Code §21-102.7.

8. Licenses / Inspections
a. Rental Licenses & Inspections.

1.

Preparation. Landlords should be notified by letter, in November of the year
preceding their license renewal. The letter should include the license and
inspection information, including fees and due dates. Once the registration form
and payment are received an inspection can be scheduled.

Rental Licenses. No property shall be occupied as a rental property as defined by
the ordinance without a license. To initially obtain a license, the landlord must
submit an application and registration form, pay the required fees and have the
property inspected. If no violations are found during the inspection, a license may
be issued. Licenses must be renewed in accordance with the Rental Ordinance.
Inspections. Rental inspections are required before a rental dwelling is initially
occupied and during the prescribed period during the rental license cycle. During
even years, rental dwellings on Wyoming Avenue and the streets identified in the
ordinance must have their licenses renewed. Inspections should be conducted on
these dwellings during the even numbered year. In odd numbered years, the rental
dwellings on streets identified in the ordinance come due for license renewal.
These units should be inspected during odd years. In the event of a new rental
property being initially inspected during the months of November or December in
the year preceding its license renewal year, this inspection will serve as its
scheduled inspection. Example: If a rental property on Wyoming Avenue receives
its initial pre-rental inspection on November 15" of 2023, it will not be due for
inspection until 2026.

Conducting Inspections. Inspections must include exterior and interior of
property. Refer to the Rental Inspection Items flyer for guidance. Conditions
which do not meet the minimum requirements must be identified and recorded in
the inspection report. Deficiencies, which do not endanger the health and welfare
of the residents should be given a reasonable time, not to exceed thirty (30) days
to be corrected. Violations described below must be corrected before the tenant is
allowed to occupy the unit. All findings must be entered into the inspection report
in iWorQ and provided to the landlord or manager.

Violations. Violations which may be discovered during a rental inspection include
but are not limited to the following: Smoke and/or Carbon Monoxide Detectors
inoperative or not in required locations, heating system unable to maintain 65°
Fahrenheit (without the use of portable space heaters), lack of hot and/or cold



running water, sanitary sewer leaks, overloaded electrical circuits, accumulations
of garbage or rubbish, unsanitary conditions, or blocked exits. Violations must be
corrected before the property can be occupied. If currently occupied, it must
be vacated until violations are corrected.

Fire and Safety Inspections. These annual inspections are performed on
commercial, educational, and institutional properties, including residential rental
properties containing three or more dwelling units. Owners of these properties or
businesses must schedule inspection to be completed by April 1 of each year.
Residential rental properties which require a fire and safety inspection during their
license renewal year shall have the fire & safety inspection combined with the rental
inspection at no additional charge. In non-license renewal years, they will be charged
the amount prescribed by the fee resolution.

Conveyance Inspections. All properties being sold must undergo a conveyance
inspection. In addition to the fire and safety related inspection items listed on the
inspection report, the following must be checked: Compliance with zoning district
rules, open zoning or building permits, variances on file, lot dimensions, compliance
with setback requirements. If there is any nonconforming aspect of the lot or
structure, it must be recorded in the inspection report as well as on the certificate of
use and occupancy. Building permits more than five years old which have not
undergone inspection are considered expired, not open.

Zoning Permit Inspections. When a zoning permit is issued the applicant must be
notified to contact the Zoning Officer when the permitted work is complete. The work
must then be inspected for compliance with the zoning ordinance and a certificate of
zoning compliance issued.

Pave Cut Inspections. Pave cuts should be periodically monitored to determine if the
repair is performing properly. Failures should be reported to the utility or contractor
who made the pave cut. They are responsible for the integrity of the repair for the life
of the street surface.

Building Permit Inspections. Forty Fort contracts with Building Inspection
Underwriters to provide plan review and inspection services. No other third party
inspectors are authorized to perform inspections. If a Code Enforcement Office
employee is certified by the Department of Labor & Industry as an inspector, he or
she may perform inspections within their discipline.

Handling of Money, Checks and Credit Card Payments. All monies received are to be
safeguarded by placing cash, checks and money orders in the approved receptacle until
reported and transferred to the Borough Secretary. Payments should be transferred the
first working day after being received so that any payments received after close of
business will be included. In no case should payments be turned in later than the second
working day after receipt. Funds remitted to the Secretary are to be accompanied by the
appropriate iWorQ generated report.



10. Computer Use

a.

C.

Computers are for Borough business. Care must be taken not to open unsolicited e-
mail messages or links which may cause damage to the server or disrupt Borough
operations.

Records of permits, licenses and code violations are currently maintained in two
systems, Buffalo and iWorQ. In October 2022 iWorQ was adopted as the approved
software for licensing, permitting and code enforcement transactions, including
licenses, permits, violation handling, record keeping and any payments /
disbursements. Buffalo contains records of transactions prior to the adoption of
1WorQ as well as select redundant records.

1WorQ Systems

1. General. All permits, licenses, inspections, fines, fees, and payments are to be
recorded in iWorQ. Permits, inspection reports and receipts generated by iWorQ
are to be used if available. Forms not available in iWorQ are saved in Buffalo and
should be issued.

2. All fees and fines collected are to be recorded in iWorQ and a system generated
receipt issued for the transaction.

3. License Management. Contractor, Rental and Fire & Safety licenses should be
processed using the existing entities. If an existing entity does not have a license
assigned, create a license within the entity. Do not create a new entity to input an
inspection or prepare a license if there is an existing entity. Do not delete existing
entities.
If a commercial property is sold, create a new entity for the fire and safety license,
and make a note referring to the previous entity number. When rental properties
are sold, create new entities for each rental dwelling unit. Change the status of the
original entity, if one exists, to “Sold”. If a rental property is sold and converted to
a private residence, change the status to “Sold” and change the license status to
inactive. No new entity is required. Conveyance inspections should be recorded as
a new entity. After 6 months show the status as “Closed”.

Create a new entity when an initial abandoned property registration is submitted.
Abandoned property registrations are valid for one year. If a property remains
abandoned for more than one year, renew the license when payment is received.
If a contractor renews a license, renew the license using the existing entity in
iWorQ. If there is no entity for the contractor, check the contractor license list in
Buftalo to determine if it is a new license or a renewal. Create an entity in iWorQ
using the license number in Buffalo (either the existing license number or the next
unassigned license number). Record new contractors in Buffalo to have a backup
reference.

4. Permit Management.



All permits issued must be recorded in iWorQ Permit Management. Building
and zoning permits should also be filed in the appropriate address file in
Buftalo. This is to prevent loss of information in the event of a problem with
the iWorQ system. A copy of the application, marked with the permit number,
date issued, etc. should be filed in Buffalo. Certificates of occupancy or
compliance should also be filed in Buffalo and iWorQ. Applications and
drawings for any permit saved in iWorQ and Buffalo may be disposed of.
Paper files must be maintained for any permit not saved in both iWorQ and
Buffalo. Any drawings not saved in both systems must have hard copies filed
in the Code Enforcement Office. For permits issued before October 1, 2022, if
copies of the permits are filed in Buffalo and on a portable drive, paper copies
may be disposed of.

The following permits are to have a reference number assigned:

Zoning — Use prefix Z then YY-number starting with 001 for first permit
issued annually. (Ex.: Z24-001)

Pave Cut — Use same sequence as above with prefix PC.

Shade Tree — Use same sequence with prefix ST.

When creating a permit, input the property address then the type of permit;
then you can save and refresh/reload. Only the required fields will be shown,
based on the type of permit. Complete all fields and save before adding fees.

When adding fees, if a deposit is to be charged, add the fees then use the add
deposit button. This will generate a separate deposit which can then be
refunded in whole or part. Choose the Add Deposit button then input date
deposit is paid; show account number in “Description box and check the
Assign Fee box and select the appropriate fee from the list. When running
deposit report, use deposit date to generate report.

When a job cost exceeds $30,000, calculate the permit fee manually. Despite
numerous attempts to correct the problem, iWorQ cannot be trusted to
calculate fees correctly. Check permit fee, administrative fee and UCC fee
boxes, assign fees then check and correct if necessary.

5. Code Enforcement

a.

Violations must be recorded in the system as soon as possible, to avoid
duplication. Check for existing cases before starting a new case.

Scan and upload copies of notices of violation, violation tickets, QOL tickets,
citations and non-iWorQ generated violation letters to the case file as soon as
possible. There are several violation-specific letters in the Violations folder in
Buftalo. This is required by the Municipal Records Law.



c. Pictures should be uploaded to case file using cell phone or tablet. It is easier
and more efficient. Pictures are important for court cases.

d. Input fines using “Add Fees” function when issuing a ticket or QOL ticket. If
the fine is reduced it can be changed in the fee box.

e. Record violations in iWorQ using “Add Violations” function. A list of
violations will appear in numerical / alphabetic order. Violations are added
individually. Once saved, the violations will appear on the computer generated
violation letter. If a specific violation is not available in iWorQ, add it by
copying and pasting from the Borough Code.

f. Recording violations with documentation is imperative so anyone in this
office can deal with the violation. Scanning and uploading documents and
pictures fulfills our responsibility under the records retention law.

11. Special Instructions
a. Employees who are members of Kingston-Forty Fort FD may respond to calls

during working hours without a reduction in pay. Notify your supervisor before
leaving, when possible.



This manual may be updated as deemed necessary by the Borough BCO and approved by
the Borough Manager. All employees will be notified of changes.

References:

Forty Fort Borough Code of Ordinances

Forty Fort Borough Zoning Ordinance (Borough Code Chapter 27)

Forty Fort Borough Subdivision and Land Development Ordinance (Borough Code Chapter 22)
Forty Fort Borough Floodplain Management Ordinance Borough Code Chapter 8)

Forty Fort Borough Construction Code (Chapter 5)

Pennsylvania Municipalities Planning Code (Act of 1968 as amended)

Pennsylvania Municipal Records Manual

Pennsylvania Right to Know Law (Act 3 of 2008 as amended)

Pennsylvania Uniform Construction Code (Borough Code Chapter 5 [I Codes as adopted])
MS-4 Stormwater Management Regulations

Pennsylvania Association of Boroughs

Pennsylvania Construction Codes Academy



