
SMALL FLOW TREATMENT FACILITY APPROVAL PROCESS
This flowchart lists the process for a Small Flow Treatment Facility (SFTF) from the Planning Module phase through to the point of 
occupancy.  This is not a complete list of DEP or City requirements, it is only provided as a guide.

DEP
POSTCARD

APPLICATION

After the property has been tested and failed for a typical on-lot system, the property 
owner completes a DEP postcard application for Planning Modules (the City can also 
complete the postcard on behalf of the property owner).

DEP
SENDS FORMS
TO APPLICANT

DEP will send the appropriate forms to the applicant for completion.  The property owner 
will need to contact an engineer or surveyor to assist with the completion of the forms and 
prepare a survey to attach with the planning module package.

APPLICANT’S
ENGINEER

FORWARDS INFO

Once the forms have been completed, the engineer/surveyor forwards the Component 3s 
(& Component 4A if applicable) to the City, and Component 4B (if applicable) is sent to the 
Mercer County Regional Planning Commission.  City will review the package and advise 
whether any information is missing or whether the package is complete.  The City has 10 
days to determine if the planning module package is complete and then 60 days to act 
upon a complete submission.

SEWAGE SYSTEM
MAINTENANCE 
AGREEMENT

During the City’s review time, a Sewage System Maintenance Agreement (SSMA) is 
forwarded to the property owner for their notarized signature.  The owner’s 
engineer/surveyor may need to provide a legal description of the property to include with 
the SSMA if no deed is on record.

HPC APPROVAL

At the Hermitage Planning Commission meeting, Component 4A of the Planning Module 
documents will be reviewed and approved.  The HPC meets the first Monday of each 
month.  Deadline for consideration at this meeting is three weeks prior to their meeting 
date.  (Planning agencies approvals are not required for a SFTF which is a repair to an 
existing malfunctioning system.)

HBC
ADOPTS

RESOLUTION

At the Hermitage Board of Commissioners meeting, a Resolution will be adopted revising 
the City’s Official Sewage Plan.  This document is required to be included with the Planning 
Module Submission.  The HBC meet the fourth Wednesday of each month.  Deadline for 
consideration at this meeting is three weeks prior to their meeting date.
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PLANNING 
MODULE SENT

TO DEP

City Secretary signs the Planning Module documentation and it is mailed to the PA Dept. of 
Environmental Protection for completeness review (within 10 days of receipt) at which time 
DEP may send a deficiency notice outlining additional information needed/missing.  After a 
complete submission is made, DEP will approve or disapprove the planning module (within 
60 days for residential systems).

DEP APPROVAL
RECORD

AGREEMENT

After DEP approves the Planning Module, the property owner must record the Sewage 
System Maintenance Agreement at the Mercer County Courthouse.  The Agreement must 
be recorded prior to the issuance of a construction permit for a new residence.

SFTF PERMIT &
CONSTRUCTION

PERMIT

After DEP approves the Planning Module, the property owner makes application with DEP 
for installation/construction of the system.  Once DEP has approved the permit for the 
system, application can be made for a construction permit for the residence--a copy of the 
approved DEP Permit must accompany the construction permit application (existing 
residences needing the SFTF as a repair can make arrangements with the contractor and 
SEO for construction). 

OCCUPANCY
PERMIT &/OR

STARTUP

Before the structure can be occupied (or within 30 days from the SEO’s Final inspection of 
rehabilitated System), the following must be provided by the Owner per the Agreement:    
1) have their engineer certify in writing that the final design, construction, and installation of 
the System and its “startup” have been completed in accordance with permits granted by 
DEP and the City;  2) submit to the City record “as built” drawings, an operations manual & 
a maintenance manual;  3) provide documentation of a manufacturer’s warranty on all parts 
and materials for at least 1 year from the date of start up.
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