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Pottawatomie
County recently
adopted building
codes in the Blue
Township Sewer
District

1.1
1.2
1.3

Overview

Background
Building codes in Pottawatomie
County have been in the works for
several years. In September of
2019, the Pottawatomie County
Board of County Commissioners
and Manhattan City Commission
agreed to implement codes in a
area of southwest Pottawatomie
County
Building codes in the County are a
joint program between
Pottawatomie County and the City
of Manhattan.
Codes were adopted by
Pottawatomie County and enforced
by the City of Manhattan. This was
deemed to be a significantly more
cost effective route than a separate
Pottawatomie County code
department.
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This guide is designed to provide
builders, contractors, and the
general public information on the
changes that are a result of the
adoption of codes.
The guide covers topics such as:
•
Area where codes have been
adopted
•

Types of licenses

•

Required testing

•

Costs

•

Applying for a building permit

•

Homeowner information

This guide is divided into two
parts:
�
Licensing
�

Permitting
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Location
Building codes have not been
adopted for all of Pottawatomie
County. Instead, they have only
been adopted for the area known
as the Blue Township Sewer
District.

Junietta Rd

This area covers the large
neighborhood that is east of the
City of Manhattan, but is outside of
the city limits.

Lake Elbo Rd

Harvest Rd

Green Valley Rd

Excel Rd

Generally, you are in the sewer
district if you pay a sewer bill,
have a Manhattan address, but
are not within the city limits of
Manhattan.

US Highway 24
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Adopted Code

The following codes were adopted
with amendments:

The adopted code for Pottawatomie
�
County is identical to the building
code in the City of Manhattan.
Inspections as a result of the
building code required changes to
the County’s Unified Development
Regulations.
For all projects in the Blue
Township Sewer District,
homeowners and contractors
should contact Pottawatomie
County’s Planning and
Development Office to determine
whether or not a permit is needed.

2018 International Mechanical
Code

�

2018 International Plumbing
Code

�

2018 International Building
Code

�

2017 National Electrical Code

�

2018 International Fuel Gas
Code

�

2018 International Residential
Code

�

2018 International Fire Code

�

2018 International Existing
Buildings Code

2018 Intl Building Code

2018 Intl Plumbing Code

2018 Intl Fuel Gas Code

2018 Intl Fire Code
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2018 Intl Mechanical Code

2018 Intl Residential Code

Licenses

How to get licensed
in Pottawatomie
County
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Overview
Beginning January 1, 2020 all new
construction that is subject to the
adopted codes must be done by a
contractor licensed in Pottawatomie
County.
This section of the guide will
provide the basic information on
how to obtain a Pottawatomie
County license.
The following topics will be
addressed:
•
License types
•

Licensing requirements

•

How to apply

•

Reciprocation of existing
licenses

•

Renewal and fees
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License Types
Though Pottawatomie County has
adopted the same set of codes as
the City of Manhattan, there are
some differences in the types of
licenses issued.
The following licenses are issued in
Pottawatomie County:
Individual
� Electrician
� Plumber w/ Gas
� Mechanical
Contractor
�
�
�
�
�
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General Contractor
Mechanical
Plumbing
Mechanical/Plumbing
Electrician

Pottawatomie County does not
issue the following licenses that are
currently issued by the City of
Manhattan:
x
x
x
x

Drain layer
Irrigation
Sign contractor
Sheet metal

Contractors that have been issued
one of these licenses by the City of
Manhattan will see no change in
how they conduct business in the
Blue Township Sewer District.
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License Requirements
Applicants for a Pottawatomie
County license will need to provide
several documents.
The first is proof that the applicant
has passed the relevant
International Codes Council (ICC)
or Prometric exam.

License Cost
Individual master license applicants
must show that they have at least
four years of practical experience,
and individual journeyman/woman
license applicants must show that
they have at least two years of
practical experience.
Trade contractors such as
electricians and plumbers must
have at least one Pottawatomie
County licensed master on staff.

Applicants also must provide proof
of general liability insurance with
minimum limits of $500,000 for
each occurrence and $500,000
general aggregate.
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If a trade contractor applies he or
she or an employee must apply for
and receive an individual trade
license before applying for their
trade contractor’s license.

The cost of each license is as
follows:
�
Individual Master
$40/two years
�

Individual Journeyman/
woman
$20/two years

�

Individual Apprentice
$20/two years

�

General or Trade Contractor’s
License
$200/two years

�

Mechanical/Plumbing License
$300/two years
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Taking the Exams

Once an account has been created,
you can view the available exams
through Pearson Vue’s website, and
From the ICC’s website, there are
several steps that need to be taken select “View exams that do not
to register for the Kansas Standard require Pre-Authorization”
Exam.
Below is a step-by-step walk
through for signing up for the ICC
and Prometric Exams.

ICC
The ICC exam can be purchased
online, along with any study
materials.

From here, the easiest way to find
the exam is to put “KS” into the
search bar.

The easiest way to sign up for the
correct ICC exam is through
Pearson Vue’s website.
Prior to selecting an exam, you will
need to create an account through
Pearson.
Below the search bar, a list of
Kansas exams should populate.
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Once an exam has been selected,
follow the step-by-step instructions
through Pearson to finalize the
exam.
The closest Pearson exam location
is the Manhattan Adult Learning
Center. However, there are other
testing locations in Salina and
Topeka if a convenient date in
Manhattan is not available.
The final steps are choosing a date
and submitting your payment
through Pearson.
Once the exam has been taken and
passed, present your certification
to Pottawatomie County as part of
your license application.

2.1
2.2
2.3

Licensing

2.4
2.5
2.6
2.7
2.8
2.9

Taking the Exams
Below are the test sheets for
Prometric tradesperson exams click
Unlike the ICC exam, the Prometric the thumbnails for more detail:
exam requires a sponsoring entity.
For Pottawatomie County licenses,
that entity is the City of
Manhattan.

Prometric

In order to be sponsored by the
City, applicants will have to fill out
a sponsorship application. This
application requires a five dollar
application fee, paid to the city.
Once a sponsorship has been
obtained, exam takers will go to
Prometric’s website, and search for
the exam they wish to take.
To find out the appropriate exam
and study materials, review the
Exam Chart created by the City of
Manhattan.
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Applying for a License
Applying for a Pottawatomie County
license is primarily being conducted
online.

To apply for a contractors license, first Once submitted, applicants can check
click the “Online Forms” button on the the status of their application by
home page.
visiting their account profile in the top
right-hand corner of the homepage.

Applicants can go the County’s
permitting website either on their
computer or phone and begin the
process by creating an account.

Once an account has been created,
applicants will be able to apply for
license, check the status of any
existing applications, apply for
permits, and much more.
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From there applicants can select the
license that is most relevant to them.
Remember that Trade Contractors
(plumbers, electricians, etc) will need
a Pottawatomie County licensed
master on staff in order to receive
their contractor’s license.

Once at the profile’s homepage,
applicants can check the status, edit,
or review any application either in
progress or submitted.
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Reciprocation

Alternative Exams

Grandfathered licenses

Applicants who have valid licenses
from other jurisdictions do not
have to retake the ICC or
Prometric exam provided their
licenses show an exam score or
other proof that an exam was
taken and passed.

The Building Official for
Pottawatomie County is
empowered to approve exams
other then the ICC or Prometric
exams. If an applicant has taken
an exam other than the ICC or
Prometric or has a degree in a
related field, the Building Official
may approve that exam score.

If an applicant has obtained a
license elsewhere in Kansas
through some sort of grandfather
provision (i.e. they were building in
Manhattan prior to licenses being
issued), Pottawatomie County will
not honor those licenses.

Proof of general liability insurance
with minimum limits of $500,000
for each occurrence and $500,000
general liability is still required.
Pottawatomie County licenses are
still required even if an applicant
already has a Manhattan, Wamego,
or other local license.
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Such applicants are required to
take and pass either the relevant
ICC or Prometric exam in order to
obtain a Pottawatomie County
license.
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Renewal
Licenses may be renewed every
two years provided the applicants
remain in good standing with the
County.
Applicants must pay all fees and
certify that they have taken at
least 12 hours of continuing
education, six of which must be
code book related.
The continuing education courses
must be approved by the Public
Works Director at the time of
renewal.

that the continuing education
credits were obtained.
In addition to the continuing
education credits or the renewed
City of Manhattan license,
applicants will need to provide the
most up to date liability insurance
certification.

Process
All existing license holders in the
County will receive an e-mail from
noreply@govbuilt.com. This email will contain instructions for
the renewal of your license.

General Contractors must
These renewal applications are
designate a full-time employee who linked to the existing licenses, so if
shall obtain the 12 hours of
you are in charge of obtaining
continuing education credits.
licenses for your company, please
click the link in each e-mail you
Alternatively, the Applicant may
receive. This will allow us to better
provide their renewed City of
keep track of who is licensed and
Manhattan license in lieu of the
who is not.
continuing education credits.
Once you have clicked the link to
We cannot accept renewed licenses renew, the information should prefrom any other jurisdiction as proof fill based on the information
provided in the existing license.
Top
Please check this information to
Home
confirm that it is still accurate.

Once you have checked the
information, and provided all of the
required documentation, you can
submit the renewal application.
Once all of your applications have
been submitted, please go to your
cart in the upper right-hand corner
of the page to pay.
The renewed license will be
automatically e-mailed to you via
the same noreply@govbuilt.com.
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Homeowners
Under the new building codes for
the Blue Township Sewer District,
homeowners do not need to obtain
a contractor’s license for work that
they’re doing on their own home.

While homeowners may not need a
license to do work on their homes,
they are still required to schedule
inspections and obtain building
permits for any projects that may
require them.

For the purposes of building codes
and licensing, a homeowner means Projects like finishing a basement
that they are both the property
or putting up a fence may require a
owner and the primary resident.
building permit and inspections
whereas before, these projects
In other words, it is not sufficient
could be done without either.
to simply be the landlord or owner
of the lot to be exempt from the
For more information see the
requirement to obtain a license.
Permits section of this guide.
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How to apply for a
building permit in
Pottawatomie County
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Overview
The adoption of building codes in
the Blue Township Sewer District
also requires changes to the
building permit process in this
area. Additionally, the County has
implemented an online building
permit application for all permits.
This section of the guide reviews
the building permit process in the
area that has adopted codes, and
how to apply for a building permit.
The guide covers the following:
•
When a building permit is
required
•

Applying for a building permit

•

Requirements for a building
permit

•

Inspections
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When a building permit is In addition to structures over 120
sq ft, the following require building
required?
permits. The items highlighted in
purple are required only in the Blue
Prior to beginning a project,
Township Sewer District:
homeowners and contractors
should contact the Pottawatomie
�
Structures that are open on
County Office of Planning and
all sides and don’t have a
Development to confirm whether or
solid roof (such as pergolas)
not a building permit is needed.
that exceed 400 sq ft
�
Decks over 30” above grade,
Building permits are needed for
and are not roofed or
any structure larger than 120 sq ft
enclosed
and inspections are required for
�
Any additions to existing
any structure larger than 200 sq
structures including finishing
ft.
a basement, decks, covered
patio structures, etc
�
Fences over 7 ft tall
�
Most retaining walls over 7 ft
tall
�
Water tanks larger than 5,000
gallons
�
In-ground swimming pools
�
Above-ground swimming
pools greater than 24” in
depth
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Applying for a Permit
Applying for a building permit is
primarily conducted online.
However, paper copies can be
provided upon request
Applicants can go the County’s
permitting website either on their
computer or phone and begin the
process by creating an account.

If you live in the Blue Township
Sewer District, you’ll need to select
the Blue Township Sewer District
Building Permit Application.

For permits outside of the Blue
Township Sewer District, you’ll
need to select the Building Permit
Application.

Once completed, the application is
sent to both Pottawatomie County
and the City of Manhattan for
review. You do not need to submit
any separate permit applications
for City review.

No inspections are required for
these permits. However, for new
houses, please make sure you
contact the County Sanitarian for
individual sewer systems and our
Engineering Aide for new driveway
entrances.

After creating an account select
“Online Forms” on the homepage.

The City’s Risk Reduction Division
will reach out to you to confirm
approval of the plans any payment
that may be required for the
building permit.
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Do not begin construction until
permits have been received
from both Pottawatomie
County and Manhattan
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Building Permit
Requirements
In order for a building permit to be
issued, Pottawatomie County
requires several pieces of
information on the permit
application.
Permit applications should have the
following:
•
Square footage of the
structure
•
Type of structure
•
Market value
•
Plot plan
•
Building plans
•
Contractor and subcontractor
information
For new homes in Blue Township
the County also requires that all
taxes are current and compliance
with the County’s sidewalk and
driveway specifications.
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Permit Fees
Below is a list of permit fees for Pottawatomie
County. Permit fees for any permits requiring
inspections are determined by the City of
Manhattan Risk Reduction.
Fees can be paid online. There is a convenience fee
of 2.5% for credit cards and $1.75 for echecks.
New single-family:

$200

New commercial:

$250

Residential addition:

$50

Residential accessory building:

$50

Commercial addition:

$100

Commercial accessory building:

$100

Sewer Connection Blue Township:

$2,668.50

Sewer Connection Brook Ridge:

$2,000

Driveway (sewer districts):

$50

Total for Blue Township dwelling:

$2,918.50

Total for Brook Ridge dwelling:

$2,250
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Paying for Permits
For applicants who live within the
Blue Township Sewer District, the
cost of the permits is automatically
added to your cart once the permit
application has been submitted. To
pay, just click on the cart icon in
the top right corner of your screen
and following the instructions
For permits outside of the Blue
Township Sewer District, once you
submit your permit application,
Staff will be notified and e-mail you
with directions on how to pay, if
required.
If you live in a subdivision, you can
pay using the fee schedule on page
3.4 and fill out the online payment
form. If you do that, submit the
form, and go to the cart at the top
right hand corner of your screen.

Select Online Forms

Select Online
Payment Form

Fill out and submit

Check your cart

Check Out

If the payment screen stalls for any
reason, do not try and pay
again. Please contact the Office of
Planning and Development.
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Plot Plans

the plat showing all of the relevant
information.

All permits require a plot plan. A
plot plan is a diagram showing the The completed plot plan can be
location of the project in relation to uploaded directly to the building
permit application.
any easements, buildings, and
property lines.
On tracts smaller than 0.5 acres
and tracts within the Blue Township
Sewer District, an engineered plot
plan, similar to the example to the
right, is required.

µ

4814 Nature Ave
New Dwelling Location
Located in Manhattan Zip Code
Sec. 02 Twp. 10 Range 09
Blue Township Pottawatomie County

Example: Engineered Plot Plan
(Click to enlarge)

For most other projects in the
County, a simple sketch on either
an aerial photo of the property or
hand-drawn, showing the building’s
dimensions, property lines,
distances to property lines, and
easements will suffice.
There are multiple ways to obtain
an aerial photo of your property.
You can e-mail County Staff to
receive an aerial photo with all of
the relevant information, you can
utilize the County mapping
information by typing in your
address or road, or you, if
available, you can obtain a copy of
Top
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4814 NATURE AVE

4817 NATURE AVE

4810 NATURE AVE
4813 NATURE AVE

8849 MOONBUG LN

0

7/30/2021

25

50

4806 NATURE AVE

100
Feet

Legend
- 100 Year Flood Plain
- Property Boundary

Example: Staff Provided

Example: County Website
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Building Plans
Building plans show the
construction details of a project
including rooms, dimensions, and
other construction details.
Plans are required for any new
dwelling, remodel, finish, or other
project with the Blue Township
Sewer District.
The City of Manhattan Risk
Reduction Division will help you to
submit plans that contain any and
all relevant information for their
inspections.
Example: Building Plans
(Click to enlarge)
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Inspections

Miscellaneous Permits

As a result of the adoption of
building codes in the Blue Township
Sewer District, applicants are also
required, now, to call for
inspections.

In the Blue Township Sewer
district, permits are required for
electrical, plumbing, or HVAC work.

Inspections in this area are
conducted by the Manhattan Fire
Department Risk Reduction
Division.
Applicants should contact the Risk
Reduction Division for questions
regarding when an inspection is
needed.
In addition to City of Manhattan
inspections, contractors must
contract Pottawatomie County
Public Works for sewer connection,
driveway connection, and sidewalk
inspections

These permits, known as
miscellaneous permits, are for
utility work that is not being
performed in conjunction with a
larger building project.
For example, replacing a water
heater does not require a building
permit, but does require a
miscellaneous permit.
Conversely, doing electrical work as
part of a project to finish a
basement requires a building
permit, and therefore does not
require a miscellaneous permit for
the electrical work.
To apply, visit the County’s
permitting website and select the
Miscellaneous Permit Blue Township
Only.
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Useful Contacts
Pottawatomie County
Gregg Webster – Zoning
Administrator (Permitting)
Stephan Metzger – Planner
(Permitting and Licensing)
785.457.3551

City of Manhattan
Jake Powell – Fire Marshal
(Permitting)
Darren Emery –Building Official
(Licensing)
785.587.4506

