A GUIDE TO THE ZONING VARIANCE PROCESS

The following is intended as a guide and information source when applying for a variance.

Step 1: You will contact the Code Enforcement Office in the town hall and fill out the application for a
Zoning Permit. This permit is available on the town’s website at. https://townofschroonny.gov/forms/.
You will submit this along, with any additional documents required by the Code Enforcement Officer
(CEO), for review. Ifall is in order the CEO will let you know what information the office needs to
process the application. If the CEO determines that there is an issue with the zoning application, he will
let you know if you need to apply to the Zoning Board of Appeals (ZBA) for a variance.

Step2: If a variance is required, both this document and other necessary forms are available on the town
website at. https://townofschroonny.gov/forms/. Please start with the application form and its checklist.
You will see with the application and checklist that there is other information required for a complete
application. If there are any questions along the way, please email the ZBA at
zoningappeals@townofschroonny.gov.

Step3: Once you have all the forms completed, they can be brought to the CEO, who will then forward to
the ZBA, or the application package can be emailed to zoningappeals@townofschroonny.gov. Once the
ZBA receives your application, you will get an email acknowledging the receipt of the application and the
next steps.

Step 4: Once the ZBA has reviewed your application ensuring that all required materials have been
submitted a public hearing will be scheduled. This generally takes about 3-4 weeks from the time the
application is received. You will be notified when the public hearing is scheduled for. At the public
hearing, you will state your case and hardship explaining why you feel an exception to the regulations is
appropriate in your specific case. Please note that variances are not an automatic thing. You must prove a
specific hardship and unique characteristics of your particular situation to the board and answer any
questions from the Board and from the public.

StepS: In preparation for the meeting, you will receive an email from the ZBA outlining the notification
certified mailing required for the ZBA to hold a public hearing. This mailing will be a notification of the
proposed activity and the application for a variance. The Property Owner is required to do this.

Step 6: At the public hearing, as noted above, you will be required to state your case. The public will be
invited to comment on the application, and the board will take into consideration any relevant comments.
If the board feels all necessary and relevant information has been assembled and reviewed, the board will
likely vote on your application. If the board feels additional information is required based on the public
hearing, your case will be continued until the next public meeting about 30 days later, or if the applicant
requires more time the next meeting on the case will be scheduled accordingly.

Step7: If the Board approves your application, you will receive a resolution with any conditions the Board
feels necessary in about 10 days. This will also be forwarded to the CEO. The CEO will then give you
information on the building permit application process. The variance is good for one year from the date of
resolution. By this time construction work must have started. There is no language in the zoning
regulations allowing for an extension Therefore, if work is not started within one year, a new application
will be required with all the requirements stated above. If the application is not approved the resolution of
the board will indicate such. You cannot re-apply for the same or similar project for one year. The appeal
process is via the court system.



Step 8: If the variance is granted, it is likely that it will contain conditions that must be met. These will
need to be followed and will be inspected by the CEO at the appropriate time. In many cases an as-built
survey will be required as a condition. All conditions must be fully resolved including the as-built survey
before the CEO can issue a Certificate of Occupancy or Compliance. The ZBA will forward the resolution
whether a variance is granted or not with the Town Clerk to be made part of the land records.



