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CITY OF MENTOR, OHIO

Updated 8/10

INTRODUCTION

This guide was developed to help users understand the City of Mentor’s building permit requirements and procedures.  It should help to explain and simplify the process of obtaining a building permit and scheduling the required inspections.
This is only a guide to the city’s procedures and requirements. Specific technical questions about building activities should be directed to the chief building official. More detailed information can be obtained within the city’s Code of Ordinances found on line at www.cityofmentor.com/live/ordinances/.
Prepared by:
City of Mentor

Department of Engineering & Building
Department of Economic & Community Development
8500 Civic Center Boulevard, Mentor, OH  44060
www.cityofmentor.com

Engineering & Building
 Department:  (440) 974-5785

Economic & Community Development:  (440) 974-5740
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IN SUMMARY
CHAPTER I
A PERMIT IS REQUIRED FOR  . . .  
· Any new structures, additions, alterations or remodeling of existing structures;
· Electrical, mechanical and plumbing work;
· Utility installations;
· Driveway or sidewalk work;
· Garages or other accessory buildings (permanent or temporary);
· Patios, porches and enclosures;
· Swimming pools (above and below ground) and storable pools with a depth greater than 2 ft.;
· Fences;
· Fireplaces / woodburning stoves;
· Siding (aluminum, vinyl, etc.);
· Window and door replacements (not glass repair);
· Towers (radio and television);
· Fire or other accidental damage repairs;
· Roofing (new & reroofing);
· Demolition (complete or interior);
· Lawn irrigation sprinklers;
· Major repairs – repairs to building systems that are required to meet standards regulated by the code;
· Furnace and/or hot water heater replacement.
If there is a doubt whether a permit is required or not, please call the Engineering & Building Department at (440) 974-5785.
Minor repairs which do NOT require a permit are: painting of walls, replacing carpeting, or other floor or wall finishes which are not regulated by the building code.
CHAPTER II

ZONING REGULATIONS

The City of Mentor Ordinances divide the city into specific “districts” or “zones” depending on the type of uses that are permitted there. For example, a “single family residential” district means only single family homes are permitted in the neighborhood. When applying for a building permit, the application is reviewed by the Planning Division of the Economic and Community Development Department. The plans must comply with the requirements of the district in which the property is located. You can obtain information on your zoning district from the Planning Division.

Zoning Restrictions. 
The Zoning Code is intended to maintain the design and character of the neighborhood. It contains certain regulations about where buildings are situated on the property and the heights of structures. The Code also requires a certain minimum distance between structures and the property lines; this is known as a set back. As well as maintaining the character of the neighborhood, a set back insures that the home is accessible to emergency vehicles. Set backs vary in each district.
Properties may also have restrictions on what can be done within the property, such as utility easements and the public right-of-way. Homeowners should also be careful not to violate any deed restrictions, such as subdivision covenants and restrictions since the city will not check on these items.

Variances to the Code. 
The Mentor Board of Building and Zoning Appeals is a group of citizens appointed by City Council to review variance requests to the zoning and residential building codes of the city. Variances to the Residential Building Code can only be granted if the Board determines the applicant is proposing an equivalent alternative. If a minimum set back or other code requirements cannot be met due to a special hardship, an appeal may be made to the Board. The Planning Division will assist in preparation of the application.
Questions related to zoning should be directed to the Planning Division at (440) 974-5740. Copies of the Zoning Code are available for purchase.

CHAPTER III
BUILDING REGULATIONS

While zoning deals with the property and the relationship of the building to the neighborhood, building codes deal with the improvements and the building itself. These Codes are designed to safeguard health and safety in every building.

Building Code.  The City of Mentor follows the Ohio Residential Dwelling Code. This Code specifies requirements, such as structural, foundation and masonry. A copy of the Code is available for reference in the Engineering & Building Department.
Model Energy Code. The International Code Council Model Energy Code specifies the design elements of building insulation in walls, ceilings, floors, windows and doors. Building Division plan reviewers are available to answer specific questions regarding this Code.
The Mechanical Code. The Ohio Residential Dwelling Code mechanical section and the Fuel Gas Code specify what can and cannot be done with mechanical and gas piping installation in the home, with regard to heating, air conditioning and ventilation.

The Plumbing Code. The Ohio Plumbing Code covers all water lines in a house and on the property, including sizes and types of pipes permitted. The correct means of installing hot water heaters, drains, vents, fixtures, etc. are all covered by this Code.
The Electrical Code. The National Electric Code governs the electrical wiring of homes and may be purchased from the National Fire Prevention Association. Call (800) 344-3555 and ask for standard NFPA70 or visit http://www.nfpacatalog.org
The Mentor Ordinances Right-of-Way Construction Code. The Right-of-Way Construction Code provides controls and standards for construction activities within the public right-of-way and within certain easements dedicated for public use. It covers activities involving construction, repair and alteration of sidewalks, driveway aprons, water lines, gas lines and other construction activities within the right of way. This Mentor Right-of-Way Code and amendments to the Adopted Building Code are available in the Engineering and Building Department.
CHAPTER IV
PERMIT INFORMATION

Some of the advantages to obtaining a permit for construction are:

1. Each phase of the construction is inspected for general safety, sanitation and code compliance.
2. If there is a problem during construction, the inspector can be consulted on how to remedy the problem.
3. There may be legal and financial liabilities when work is done without a permit, or concealed without inspection.

Who obtains the permit?

1. The property owner is ultimately responsible for ensuring a Building Permit is secured before work proceeds.

2. A Building Permit may be issued to the homeowner for work they perform.

3. If a contractor is hired, all contractors are required to be registered for work in the City of Mentor before they can be issued a permit.

Type of permits:

1. Building Permit

2. Plumbing Permit

3. Heating, Air Conditioning & Ventilating Permit

4. Electrical Permit

5. Right-of-Way Construction Permit

All structural and some nonstructural work require a building permit. General contractors, along with all trade contractors, are required to be registered with the city.  If the construction involves some wiring, plumbing, heating/air conditioning, or work in or affecting the right-of-way, one or more of the permits listed above may be required. If there is a question about whether or not a permit is required, contact the Engineering and Building Department.

When applying for a permit, complete drawings (explained in Chapter VI) and appropriate application forms shall be submitted to the Engineering and Building Department. The city’s process for reviewing plans depends on the type of permit (See Chapter VI). When hiring a contractor, he must be registered with the City of Mentor, and should be listed on the permit as the responsible party for his work. If the homeowner is acting as their own general contractor, they are responsible for the work. If work is started prior to obtaining a permit, additional late fees for that permit are charged.

Expiration of Permits. 
All permits are subject to expiration and the deposits are subject to forfeiture when the permits expire without all inspection approvals:
a. Building Permits and associated Trade Permits: If the work has not begun within six months of issuance, or the work is suspended for more than one year, the permit is expired.

b. Separate Trade, Accessory and Repair Permits expire if the work has not begun or is suspended within 90 days.

Fees. 
Fees are required for each building, electrical, heating, plumbing and right-of-way permit. Fees are charged as required in the Mentor Code of Ordinances. A construction deposit is also required on a building or trade permit. The deposit amount is determined by the type and size of construction. The construction deposit will be returned by mail after all work is completed, inspected and approved (approximately three to four weeks after the final inspection). Re-inspections, required as a result of corrections noted during the inspections, or because of faulty construction or misinformation, will result in a deduction from the construction deposit of $20 per correction notice. Occupancy, or use of a structure prior to the issuance of a certificate of occupancy, will result in the forfeiture of the construction deposit. A new construction deposit will be required before any remaining work may resume.
Sample Application Forms:
BUILDING PERMIT APPLICATION
BUILDING PERMIT APP-UPDATE



PLUMBING PERMIT FORM

PLUMBING PERMIT APP-UPDATE-2-10.doc



ELECTRICAL PERMIT FORM

ELECTRICAL PERMIT APP-UPDATE-2-10.doc



HVAC PERMIT FORM

HVAC PERMIT APP-UPDATE-2-10.doc



RIGHT OF WAY PERMIT FORM

APPLICATION FOR ROW PERMIT-UPDATE-01-09.doc


CHAPTER V

DEFINITION OF DRAWINGS

1. SITE PLAN. A site plan is required to generally show the location of the structure in relation to the property and other information needed for permit reviews:


<
Location of all streets and proposed structures;


<
Set Backs of structures – front, side and rear distances of structures from property lines;


<
Drainage information – location of swales, sump pumps, yard drains and grade changes shown in contours;


<
Dimensions of the lot and all structures;


<
Proposed or altered utility services;


<
Sidewalks, driveway and apron location, and construction specifications for new homes.

Typical Site Plan for Single Family Residence
2.
CONSTRUCTION DRAWINGS 

A.
FLOOR PLAN.  The floor plan for each floor will show permanent or structural elements of your new construction, including the following:

· Dimensions of rooms, walls, doors and windows;
· Plumbing fixtures like sinks, bathtubs, hot water heaters, and toilets, etc;
· Electrical services, panels, outlets and switches and fixtures;
· Closets and built-in counters;
· Rooms should be labeled and plans must be drawn to scale;
· Structural floor plans including beam, rafter, joists size and spacing.

Sample Floor Plans
B. FOUNDATION PLAN. A foundation plan is required showing the dimensions of the footing. You will need to show the total length and width of the footing. This also must be drawn to scale. All footings shall bear on virgin soil unless special alternate systems are engineered. 

Sample Basement Plans

NOTE:  ALL DIMENSIONS AND SPECIFICATIONS ON THESE EXAMPLE DRAWINGS ARE FOR REFERENCE ONLY. THEY SHOULD BE USED ONLY AS GUIDELINES, NOT AS CODE REQUIREMENTS.

C.
WALL SECTION. Section drawings literally slice through a typical wall to show construction details from foundation to roof. Drawings should show the following:

<
How the wall frame connects to the foundation; 

<
Foundation wall details including insulation and waterproofing and foundation drainage methods;
<
How walls connect to ceilings and the roof;
<
Roof construction, materials and roof slope;
<
Size and spacing of framing members (rafters, studs, joists);
<
Size and type of materials used;
<
Insulation materials in walls, floors, or roofs and the corresponding 

“R” or “U” factors to match the energy calculations.

D.
EXTERIOR ELEVATIONS. Elevations are drawn to show roughly what a building will look like when it is finished. The elevations drawings should show:

<
Position and heights of windows, doors, and exterior vents;
<
Position of roof slopes and overhangs;
<
Type of exterior finish materials;
<
Drawing should be drawn to scale.

Exterior Elevation Drawings
CHAPTER VI
PLAN REQUIREMENTS FOR CONSTRUCTION PROJECTS

The following is a breakdown of plan requirements for single family residential permits:
1.
SINGLE FAMILY HOME
Two sets of construction drawings that should include:  



a.
Floor plan;


b. 
Foundation plan;


c. 
Cross sections;


d. 
Exterior elevations;


e.
Details describing the proposed construction;


f.
Energy calculations;


g.
Four copies of a site plan sealed by an Ohio registered Surveyor or Engineer.

All contractors (general, electrical, heating, plumbing and right of way) must be registered in the City of Mentor.

The plan review process for single family homes takes approximately seven days, unless additional information is required and a second review is needed. The applicant will be notified when the plans are approved or require revision.

2.
ADDITIONS, ALTERATIONS, CONVERSIONS, AND GARAGES
Two sets of construction drawings that should include:



a. 
Floor plan;


b. 
Foundation plan;


c. 
Cross sections;


d. 
Exterior elevations;


e.
Details describing the proposed construction;

      f. 
Three copies of the site plan. (This need not be drawn by a surveyor, unless critical locations or topography are involved.)
Site drawings may not be required for interior remodeling.

Trade work may be done by the homeowner, if qualified.  Plan review for additions, alterations, conversions and garages takes approximately three to seven days, unless additional information is required.

3.
ACCESSORY BUILDINGS, PATIOS, PORCHES, ENCLOSURES, SWIMMING POOLS, DECKS AND TOWERS
Two sets of construction drawings that should include:

a. 
Foundation plan (where applicable)

b. 
Cross section

c.
Exterior elevations

d. 
Two sets of swimming pool literature indicating size and manufacturer installation instructions, including filter information and proposed equipment.

e. 
In-ground pools require existing and new topography shown on a site plan by a registered professional (See requirements below).

Site plans for in-ground pools shall be prepared by and bear the seal of a Professional Engineer or Surveyor registered in the State of Ohio. The site plan shall include, but not be limited to the following:

a.
The location of the pool with respect to setbacks from rear and side property lines shall be indicated.

b.
Location of proposed concrete sidewalk around the pool shall be indicated.

c.
Proposed pool and concrete sidewalk elevation shall be indicated.

d.
Location of proposed fencing around the pool shall be indicated.

  Two copies of the site plan shall be provided.

Typical Site Plan for Single Family Accessory Structures
Accessory buildings, pools that are prefabricated should come with manufacturer drawings that adequately describe their construction to the Building Division.

For in-ground pools, a fence not less than 45 inches in height completely surrounding the pool is required. Existing and new topography shall be indicated on the site plan.

Above-ground pools which are at least three feet above surrounding ground do not require a fence, but an in-place retractable ladder is required. For decks abutting and providing access to pools, a self-closing gate is required at stair access.


Swimming Pool Reference Sheet
An electrical permit is required for pools.  Installation of a single and locking ground fault receptacle is required for pool filter pumps. 

Trade work can be done by the homeowner when qualified to perform such work.

Plan review for accessory buildings, patios, porches, enclosures and swimming pools takes approximately seven days, unless additional information is required.

Sheds which are pre-cut, pre-designed kits may be obtained at time of submittal if the kit information is submitted with the application. A site plan is required.

For a sample design for decks you may use “THE AMERICAN WOOD COUNCIL

Prescriptive Residential Wood Deck Construction Guide – DCA No. 6” which has been updated to the 2009 International Residential Code. Click on the following link to access:
http://www.awc.org/Publications/DCA/DCA6/DCA6-09.pdf



4.
FENCES. Fence permits are administered by the Economic and Community Development Department. You will need to submit:

‑ One site plan.
A site plan sealed by a registered surveyor; not a mortgage survey. The City may have a copy of your site plan on file; contact the Planning Division for verification.

If the applicant does not have a suitable site plan, he may draw one showing all permanent structures, boundary lines and partial view of abutting properties. The location of the proposed fence should also be shown as well as set backs from property lines. Since this survey is not certified, the consenting signatures of adjacent property owners will be required. The plan review for fences can be done at the time of submittal, if a planner is available. Otherwise, it will be issued the following day.

5.         FIREPLACES/WOODBURNING STOVES. You will need to submit:
Two sets of construction drawings.  These should include:

a.
Floor plan.  This plan should show where the fireplace will be built in the room.

b.
Cross section of the fireplace construction.
c.
Chimney height.
d.
The type of base that will be used.  

e.
Additional information may be required by the plans examiner.
Woodburning stoves or furnaces and prefab fireplaces must be UL (Underwriters Laboratory) listed. A copy of the manufacturer's installation instructions detailing requirements for clearances to combustibles should be included with the permit application.

The plan review process for fireplaces / woodburning stoves takes approximately three days, unless additional information is required.

6.
SIDING. Unless there is an unusual circumstance, there are no plans required to obtain a permit for siding. Permits may be obtained at time of submittal.

The construction requirements are:

a. Siding shall be installed per manufacturer’s instructions.

a. Metal siding with less than .024 gauge is not allowed.

b. Metal siding must be grounded.


d.
Vinyl siding may be installed if the building is greater than five ft. from the property line.

7. FIRE DAMAGE REPAIR. You will need to submit:

Two sets of construction drawings.  These should include:

a. Floor plan

b. Cross section

c. Foundation plan (if applicable)

d. Exterior elevations (if applicable)


e.
Three copies of the site plan (if there is substantial exterior repair)
The complexity of the above drawings will depend on the extent of the work. Plans or specifications shall clearly show the extent of the work to be done. Plan review takes approximately seven days, unless additional information is required. 

8.
ROOFING. Removal and replacement of shingles or roofing membrane requires a permit with a description of the proposed work. No more than two layers of shingles may be applied to roof sheathing.  The manufacturer’s instructions shall be followed. Adding a layer of shingles to one existing layer is considered to be repair and does not require a permit. A third layer may not be applied to two existing layers of shingles. 

Asphalt single roofs require a self-adhering polymer modified bitumen sheet to be installed as underlayment from the edge of the roof to at least 24 inches up from the exterior wall.

For a flat roof, you will need to submit two sets of construction drawings. These should include:
a.
Section showing a roof detail and slope

b.
Details showing method of drainage

c.
Method of attic ventilation

Slopes between 4 in 12 and 2 in 12 require a self-adhering polymer modified bitumen sheet underlayment or two layers of No. 15 felt underlayment with nominally double coverage self-sealing shingles. Slopes less than 2 in 12 require a built-up roofing membrane, or other approved single ply membrane.

A permit may be obtained at the time of submittal for shingled roofs; others, where additional information is necessary, require three to seven days for plan review.

9.
WINDOWS. For replacement windows, submit manufacturer's information. For new windows, provide a window schedule detailing the following:
1.
Energy loss information for the windows R-2 or higher.

2.
Room area(s) (square feet).

3.
Glass size.
4.
Clear opening size.
10. DEMOLITION. You will need to submit:
Three copies of the site plan showing where the structure to be demolished is located. Any 

existing utilities that need to be disconnected and capped should be located on the plan.

Notification of demolition must be made to the Lake County Health Department, Air Pollution Division, which enforces the requirements for asbestos of the Ohio E.P.A. Forms for notification are available from the Building Division.

11.
SITE WORK. This work would include concrete drives, sidewalks, patios, carports and right-of-way permits such as drive aprons, street sidewalks and storm sewers or other utility work in the right of way.

<
Three copies of the site plan (need not be drawn by a surveyor, unless critical locations are involved), with details showing location(s) of proposed improvements and construction specifications. Concrete exposed to exterior weather shall be a minimum 3500 psi and contain a minimum of 520 lbs. of cement per cubic yard. An admixture shall provide a minimum of between 5% and 7% air entrainment. Drive aprons must be a minimum six inches thick. Other concrete flatwork may be a nominal four inch thickness.
12.
LAWN SPRINKLERS. Installation of lawn sprinklers requires a plumbing permit and possibly a right-of-way permit if sprinklers will be located in the tree lawn. For the installation of sprinkler heads in the public right-of-way (typically the tree lawn), plans are required showing the pipe and head locations.  Sprinkler heads and supply lines for tree lawn areas shall be placed within one foot of the sidewalk. In areas where sidewalks are not present, sprinkler heads and lines should be avoided in the public right of way but can be evaluated on a case by case basis.

The Plumbing Code requires a backflow preventer to be installed. An inspection of the backflow preventer and a final inspection are required after installation of the sprinklers and restoration.
13.
GRADING PERMITS. Changing the grade on your property by either filling or removing soil or other substance requires a grading permit. A permit is not required if grading is performed on a single family residential lot on which a dwelling exists and when the change in grade is solely for the purpose of landscaping and the change in grade does not increase, alter or restrict the existing drainage from or to adjoining lands.

You will need to submit: A grading permit application and three copies of the site plan. The site plan should generally include:

a.
Existing and proposed grade/topography.
b.
Method of positive drainage on site during and after grading operation, and any new or existing water courses.
c.
Plan for erosion control and site stabilization methods.
14.
TREE REMOVAL. For residentially zoned lands, permits for tree removal are only required for lots that are greater than one acre in size and only for those trees five inches or greater in caliper. Any tree which is dead, diseased, structurally weak or hazardous and poses a threat to the health, safety, or welfare to the public right-of-way or adjacent private property is exempt from obtaining a permit.

Permit applications can be obtained from the Planning and Zoning Division of the Department of Economic and Community Development.
CHAPTER VII
INSPECTION PROCEDURE

As particular phases of construction are completed, building inspections must be requested before proceeding to the next phase. Otherwise, it may be necessary to tear down one portion of the work to show visible proof that concealed work is approvable. To allow for proper scheduling, inspections must be requested one day in advance.

Building inspections follow a logical sequence. Below is the order of the inspections that are required. A City of Mentor Required Inspection Checklist, which indicates the required inspections, is issued along with the approved building permit. It is mandatory that the Engineering and Building Department be contacted at (440) 974-5785 to schedule each of the necessary inspections. 

FOOTING INSPECTION - before concrete footings are poured.

EROSION CONTROL – scheduled with footing or when soil is disturbed and at various times to show controls are maintained.

FOUNDATION INSPECTION - before backfilling and after footing drain is placed. Also, any foundation insulation placed prior to concealment.

UNDERGROUND PLUMBING INSPECTION - prior to concealment.
AS-BUILT FOUNDATION SURVEY - prior to framing a new home, an as-built foundation survey certification is required from the surveyor. Two copies of the survey are required to be submitted for review and approval before proceeding with construction. The purpose of the foundation survey is to confirm that the vertical elevation of construction conforms to the grading plan and the yard setbacks are in compliance.

SLAB INSPECTION - before each slab, garage slab, etc., is poured.

STORM SEWER INSPECTION - at time of connection and all storm drainage lines and other appurtenances on property.

WATER LINE INSPECTION - at time of connection and service line.

GAS LINE INSPECTION - at time of connection and pressure test of service line.

SANITARY SEWER INSPECTION - at time of connection within right-of-way.

ELECTRICAL LINE RIGHT-OF WAY-INSPECTION - at time of connection, before covering service line.

ROUGH PLUMBING INSPECTION - prior to concealment. The contractor is to perform a pressure test of the interior gas line in addition to the rough plumbing pressure test to be witnessed by the Inspector.
ROUGH HEATING INSPECTION - prior to concealment.

ROUGH ELECTRICAL INSPECTION - prior to concealment.

FRAMING INSPECTION - after roofing, framing, fire blocking, plumbing, ductwork, electrical lines and bracing are in place.

FIREPLACE FIRST FLUE INSPECTION - prior to concealment.

INSULATION INSPECTION - after trade roughs and framing and prior to concealment. Depending on the method of basement wall insulation, an additional insulation inspection may be required.

DRYWALL INSPECTION - prior to mudding, to inspect fasteners.

FINAL PLUMBING INSPECTION

FINAL HEATING INSPECTION

FINAL ELECTRICAL INSPECTION

FIREPLACE FINAL INSPECTION

APRON/DRIVEWAY/SIDEWALK INSPECTION - before each is poured.

OCCUPANCY OR FINAL INSPECTION - after building is completed and ready for occupancy.  Carpeting and trim work should be installed.

FINAL SITE INSPECTION - after rough grading is completed. Required for new single family homes. May be required for some additions.
SPECIAL INSPECTIONS ARE AS FOLLOWS:

MASONRY FIREPLACE
1
FOUNDATION

2.
FIRST FLUE

3.
PRIOR TO FACING FIREPLACE

4.
FINAL

PREFAB METAL FIREPLACE OR WOOD STOVES

1.
FRAMING/ FIRST FLUE - to inspect fireblocks & clearance prior to concealment.

2.
FINAL
IN SUMMARY . . .
Sometimes, undertaking a building or remodeling project can seem overwhelming, with a magnitude of code articles, ordinances, inspections, and permits. However, we hope the information contained in this “Before you Build” booklet will help you in the organization of your projects and facilitate the construction process. In the event further information, clarification, or assistance of any kind is needed, the Department of Engineering and Building and the Economic and Community Development Department are always ready to help.
