Rock River Township 

Zoning Administrator Expectations/Guidelines

April 30, 2009

Zoning Ordinance Application and Enforcement 

Maintain accurate knowledge of the Rock River Township Zoning Ordinance (ZO).  Efficiently,  accurately and completely follow ZO procedures and requirements.  

Contact township supervisor with any questions or concerns regarding the zoning ordinance.  

Discuss with the Rock River Township Board any need to initiate a Municipal Civil Infraction process in the course of enforcing the ZO.  Proceed according to direction provided by the township board.  

As necessary or required, conduct site visits to determine compliance with ZO, conditional use requirements, or address other zoning issues.  

Customer Service 

Provide the township board and public with a contact phone number that includes the option of leaving an answering machine message.  The Zoning Administrator may also elect to provide an email contract address.  

Provide timely and knowledgeable assistance to members of the public posing zoning questions or pursuing a process within the ZO.  

Respond to inquiries/requests within five business days.  

Monthly Report

Submit a written report to the Township Board at its regularly monthly meeting that summarizes: 

· Zoning permits/applications received 

· The disposition of any conditional use or variance

· Other major zoning related events 

· The status of any complaint or enforcement activity 

· Any issues, questions, or problems 

Maintain a brief written summary of all day-to-day zoning activities each month.  Include this with monthly report to Township Board.  Activities should include 

· Caller name, date call received, brief description of the call. 

· Comparable information for any written correspondence received. 

· Date and brief description of any telephone, written, or email communication or any other activity initiated by the Zoning Administrator.  

Zoning Files 

Maintain complete and orderly files on all zoning matters in the Rock River Township Office.  In order to facilitate retrieval now and in the future, files should be labeled by both parcel identification number and applicant name.  

File copies of all written, email, fax correspondence received/sent in appropriate zoning file.

File copies of all completed zoning forms in appropriate zoning files.  

Maintain a Special Zoning Orders Book according to provisions of the Rock River Township Zoning Ordinance.  

Communication with Relevant Officials 

Submit copies of all completed zoning forms/decisions to the Rock River Township Assessor and/or Alger County Building Codes Department, as appropriate to each individual matter.  

Attend all Rock River Township Planning Commission (PC) and Zoning Board of Appeals (ZBA) meetings.  Serve as consultant to both the PC and ZBA regarding the ZO and Master Plan documents.  

Prepare and furnish copies of all relevant background materials possessed by the Zoning Administrator to PC or ZBA members at least 7 calendar days prior to the PC/ZBA meeting where these materials will be required.  

I would add upon separation from the position of ZA all materials belonging to or pertinent to the twp will be returned to them.

