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           PERMIT PROCEDURE 
                                                    
                                                 (PART 1) 

 

To obtain permits for new home construction, sheds, signs, pools, decks, additions, 

garages or any structure or use requiring a permit, please follow the steps below.  Specific application forms and 

regulations can be obtained in each department.  Review project with each department personnel to determine 

specific requirements.  There are separate fees for each department. 

 

APPROVAL SIGNATURES ARE REQUIRED FOR EACH DEPARTMENT AND MUST BE 

OBTAINED IN NUMERICAL ORDER.  ALL PLANS SUBMITTED WILL HAVE A COINCIDING 

DATE FOR EACH DEPARTMENT.  ANY REVISIONS MADE WILL REQUIRE THE APPLICANT 

TO RE-SUBMIT PLANS TO THE PREVIOUS DEPARTMENTS. 
 

All departments are available Monday evenings from 7:00 PM - 9:00 PM and Thursday afternoons from 2:00 

PM - 4:00 PM.  * Call first for Building Department. 
 

1)  Obtain a copy of the “Town of Oxford Required Construction Approvals”.  Please fill out this section in its 

entirety.  This checklist will require signatures from each department.  Signatures will be obtained only after 

approvals have been given.  After obtaining all required signatures, submit the original to the Building Official in 

Step #9. 
 

2)  Tax Assessor:  The Tax Assessor will supply you with a street address and the Map, Block and Lot numbers for 

the property. 
 

3)  Tax Collector:  The Tax Collector will verify status of taxes and if taxes are due, no signature/permits will be 

issued. 
 

4)  Pomperaug District Department of Health OR Water Pollution Control Authority: 
If the Health Department applies, fill out application and it is required to submit a plot plan showing the septic 

system location and perc testing and/or soil testing is also required.  An engineered plan may also be required. 

If W.P.C.A. applies, W.P.C.A. staff will need to review and approve the application.  Plans may or may not be 

required. 
 

5)  Inland / Wetlands:  Fill out an application completely and submit a plot plan to the agency.  Review application 

with I/W Enforcement Officer for approval.  (Activity in the Wetlands, Industrial/Commercial Sites, and 

Subdivisions will require the Commission’s approval).  
  

6)  Driveway Inspector:  Location of driveway needs to be approved prior to issuance of a permit.  A plot plan 

needs to be reviewed.  Contact the Driveway Inspector to schedule an appointment for a site inspection.  A permit 

will be issued in the Zoning office when approval has been given.  * Driveway may require Fire Chief approval if 

the length is 500 feet and over.  
 

7)  Zoning Enforcement Official:  Fill out an application completely and submit a plot plan depicting setbacks of 

all structures and topography of the lot.  Z.E.O. will need to review and STAMP the house or structure plans.  

(Industrial/Commercial Sites and Subdivisions will require the Commission’s approval).  
 

8) a)   Fire Department:  Approval of Commercial and Industrial plans and if driveway exceeds 500 ft in length.  

(If applicable).   
 

 b)   Fire Marshal:   Building permit. (If applicable).    
 

9)   Building Department:  Fill out an application and provide the Building Official with the house or structure plans 

to review.  The Building Official will need a copy of the “Construction Approval” checklist.  
 

10)   Plumbing, Heating and Electrical:   A proper application must be filled out with the Building Department. 
 

TOWN OF OXFORD 
S.B. Church Memorial Town Hall 

486 Oxford Road, Oxford, Connecticut 06478-1298 

www.Oxford-CT.gov 
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                     POST-CONSTRUCTION APPROVALS 
 

(PART 2) 
 

OBTAINING A CERTIFICATE OF OCCUPANCY 
 

*** SAVE YOUR COPY OF “TOWN OF OXFORD REQUIRED CONSTRUCTION APPROVALS” *** 

 

Below are the steps to follow when obtaining a Certificate of Occupancy.  All steps MUST be completed and 

ALL REQUIRED SIGNATURES MUST BE OBTAINED from the Land Use Departments.  A certificate of 

Occupancy will be issued if approval has been received by all departments.  * If you have any questions please 

contact that department. 

 

1)  Pomperaug District Department of Health:   
An As-Built Septic Plan is required prior to final approval.  Once approved, a Permit to Discharge form will 

be issued.   

  

        OR 

 

1)   Water Pollution Control Authority: 

An As-Built or Improvement Location Survey plan must be submitted and reviewed.  Once approved, an 

Permit to Discharge will be issued.   

 

2)    Inland / Wetlands: 

An As-Built or Improvement Location Survey plan must be submitted and reviewed.  A signature is required 

from the Enforcement Officer to determine that specific requirements stated on the original application have 

been met and site review may be required.  Staff will review a certified engineered as-built plan.  An 

inspection may be conducted and a fee will be required upon issuance of the Certificate.  

 

3a)  Driveway Inspector: 

Schedule an inspection with the Driveway Inspector.  An As-Built or Improvement Location Survey needs 

to be submitted prior to inspection.  The Driveway Inspector will notify the Z.E.O. of the results and a 

signature from the Driveway Inspector must be obtained prior to P & Z signature.  A bond and fee may be 

required.  

 

3b)  Planning & Zoning Department: 

An As-Built or Improvement Location Survey plan must be submitted and reviewed and an inspection may 

be conducted.  An inspection may be conducted and a fee will be required upon issuance of the Certificate 

of Compliance. .  

 

4)   Fire Marshal: 

       Schedule a final inspection and testing of Fire Suppression Tanks.   (If applicable). 

 

5)   Building Department: 

A final C.O. Inspection shall be conducted.  If applicable, inspections for Plumbing, Heating, and Electrical    

are also required prior to the issuance of the Certificate of Occupancy.  
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         (PART 1) 

                   REQUIRED CONSTRUCTION APPROVALS  
 

1)  Applicant :   
 

  Property Address:   
 

 Permit Use: _____________________________________________________________________________ 
 

       Subdivision Lot #: ___________________________  Zone:    
 

OBTAIN SIGNATURES IN NUMERICAL ORDER 
The same plan must be submitted to each land-use department.   If changes are made to the plans after an 

approval has been given, the plans must be re-submitted to all prior departments for re-approval. 

 

2) To be filled out by Tax Assessor:    Map: __________ Block: __________ Lot: _________  
  Street Address:      

Signature of Assessor: ______________________________________ Date:  

3) To be filled out by Tax Collector: Taxes Current:             Yes             /           No 
 

Signature of Tax Collector:  __________________________________ Date: ____________________ 

___________________________________________________________________________________ 

4) To be filled out by P.D.D.H. or W.P.C.A. 
 

Plan Date: ______________ Signature: __________________________ Date:    
 

5) To be filled out by Inland / Wetlands: 
 

Plan Date:_____________  Signature :________________________  Date :    

                                  I/W Permit Number: ________________ 

6) To be filled out by Driveway Inspector: 
 

Plan Date:_____________  Signature :________________________  Date :    

                          Driveway Permit Number:________________ 

7) To be filled out by Zoning Enforcement Official: 
 

Plan Date :______________  Signature :________________________  Date :    

                              Zoning Permit Number :________________ 

8a) To be filled out by Fire Department (If driveway exceeds 500 ft) (If applicable): 
 

Plan Date :______________  Signature :________________________  Date :    
 

8b) To be filled out by Fire Marshal for Building Permit (If applicable): 

Plan Date :______________  Signature :________________________  Date :    

9) To be filled out by Building Official: 
 

Plan Date :______________  Signature :________________________  Date :    

                            Building Permit Number :________________ 

(After construction, applicant MUST obtain post-construction approvals on the back of this form to receive a C.O.) 

TOWN OF OXFORD 
S.B. Church Memorial Town Hall 

486 Oxford Road, Oxford, Connecticut 06478-1298 

www.Oxford-CT.gov 
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POST-CONSTRUCTION APPROVALS 
 

(PART 2) 
 

OBTAINING A CERTIFICATE OF OCCUPANCY 

 
Applicant :   

 

  Property Address:   
 

      Subdivision Lot #: ___________________________  Zone:    
 

OBTAIN SIGNATURES FROM THE FOLLOWING LAND USE DEPARTMENTS.  
 

The same plan must be submitted to each land-use department.   If changes are made to the plans after an 

approval has been given, the plans must be re-submitted to all prior departments for re-approval.  A Certificate 

of Occupancy will be issued if approval has been received by all departments. 

 
 

1) P.D.D.H. or W.P.C.A.: 
 

Plan Date: ______________ Signature: __________________________ Date:    

(Permit to Discharge or Application to Discharge) 
 

2) Inland/Wetlands: 
 

Plan Date: ______________ Signature: __________________________ Date:  ___________________ 

(Activity/ S&E Controls) 
 

3a) Driveway Inspector: 
 

Plan Date: ______________ Signature: __________________________ Date:  ___________________ 

(Driveway Construction) 
 

3b) Zoning Department: 
 

Plan Date: ______________ Signature: __________________________ Date:  ___________________ 

(Zoning Compliance) 
 

4) Fire Marshal (if applicable): 
 

Plan Date: ______________ Signature: __________________________ Date:  ___________________ 

(Fire Code Compliance) 
 

5) Building Department: 
 

Plan Date: ______________ Signature: __________________________ Date:  ___________________ 

(Building Code Compliance) 
 

 

 

******** Building Official will obtain a copy of this checklist for our files ******** 
 

 

A (CO) CERTIFICATE OF OCCUPANCY WILL NOT BE ISSUED UNTIL ALL POST 

CONSTRUCTION SIGNATURES ARE OBTAINED. 


