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Starting the Process
• Permit Application

• Receive
• Review
• Issue



Reviewing the Application
• Make sure the application is 

complete
• The Application is not 

complete without the Site 
Plan Form

• Not complete without 
Additional Plans (when 
applicable) 

• Review within 10 business 
days of receiving
• 15 business days for additional 

plans



Permit Application & Site Plan
• Permit information at 

the top
• Property Address
• Owner/Applicant
• Prepared By
• Drawing
• Distances



Additional Plans
• Multiple Family Dwellings 

>Three (3) Families
• Multiple Dwellings
• Buildings
• Ponds
• Springs
• Cisterns
• Wells in areas of known 

flowing well conditions



Non-compliant/Missing Information
• Contact the Owner/Applicant 

• Written Notification
• Reason for the delay in issuing                                              

the permit
• Information needed to make 

the application complete
• Variances required – Variance                                                

Process

• Work shall not begin until the Permit has been 
Issued.



Permit Issuance
• Once issued the Permit expires 

one (1) year from the date 
issued and the Tracking Begins



Permit Application 
Application forms are available on the ODH 

website on the Permit 
Forms page at 

http://www.odh.ohio.gov/odhprograms/eh/
water/PWSForms/PermitForms

Audit sticker requests, with the number 
needed, should be sent to 

BEH@odh.ohio.gov.

http://www.odh.ohio.gov/odhprograms/eh/water/PWSForms/PermitForms
mailto:BEH@odh.ohio.gov


Tracking the Permit Progress
• Receiving the well log, completion forms, 

and sealing reports
• Performing the Inspections
• Collecting water samples
• Use the Administrative                           

Summary to Track the Progress



Waiting for Something to Happen

• Submittal of the work 
documents
• Well log
• Completion form
• Sealing Report 

• Phone call for the water 
sample



Be Proactive not Reactive
• Send Reminder Notifications 

• to both Owner/Applicants and PWS 
Contractors

• 6 months
• 9-11 months 
• When the property owner calls for 

the water sample.

• Keep the permit moving toward 
completion before it expires



Notification Letter
• Address what information 

is still needed
• Permit Expiration Date
• Extensions
• Consequences
• Who should be notified?

• Property 
Owner/Applicant

• PWS Contractor



Early Sampling Request
What do we do when the sample request comes 

in before the paperwork is received.

Don’t feel obligated to take sample before determining 
compliance.



Problems with Early Sampling
• Compliance has not been determined for the 

work done
• May give an unrealistic perception of 

compliance
• Lack of Cooperation from Owner and PWS 

Contractor in receiving paperwork
• Difficulty in determining                               

compliance
• Explaining why the permit cannot be approved



Problems with Early Sampling
• May have wasted the sample covered by the permit 

cost for a possible non-compliant system
• Explain that a Follow-up sample is required

• Disinfection may not have been performed or 
performed properly
• The PWS Contractor is responsible for disinfecting the work 

they do, NOT the Owner

• Cannot be determined compliant through a visual 
inspection alone

• Placement, Sample taps, Well caps, wiring conduit, etc.



Explanation to Applicant
• Required to determine compliance by reviewing the 

well log and/or completion form first
• Water cannot be approved to be used for human 

consumption until the system has been determined 
compliant.

• Suggest that the Owner/Applicant contact PWS 
Contractor about getting the well log, completion 
form, and sealing report completed and sent in.

• Follow-up phone conversations with a written 
notification to both Owner and PWSC



Paperwork Received
• PWS Contractor has submitted the

• Well log 
• Completion form
• Sealing Report

• Document when received
• Required to submit within 30 days of completion of their 

portion of the work
• Send Notice of Violation (NOV) 
• Send Notification if still needing one or more forms



Reviewing Forms
• Proper forms
• Completeness

• Missing information 
• PWSC to contact ODNR to add the information to the well logs 

and sealing reports and resubmit the revision
• Completion Forms corrected and resubmit

• Compliance
• Send NOVs to the PWS Contractor to correct
• Copy to Owner/Applicant and ODH



PWS Contractors
• Must be registered

• Property Owners must contact ODH
• Plumbers must be registered as PWSC

• List posted online
• http://www.odh.ohio.gov/odhprograms/eh/water/Privat

eWaterSystems/List-of-PWSContractors.aspx
• Property Owner list is not posted.

• Email or Letter by mail
• LHD receives copy

http://www.odh.ohio.gov/odhprograms/eh/water/PrivateWaterSystems/List-of-PWSContractors.aspx


Notice of Violations
• Performing work before the 

Permit is issued
• Late Submittal of the Forms
• Working w/out Registration
• Construction Violations 

• Observed through review of 
the forms

• Observed during inspections



Tracking the Progress
• Always keep documentation with the permit
• Record on the Administrative Summary



All is Good!
• Send notification out to 

schedule sample/inspection 
• w/in 30 days of reviewing 

paperwork and determining 
compliance



Administrative Summary
• HEA Form 5202-2 (REV 2/11)
• On the ODH PWS webpage 

in the LHD Forms section
http://www.odh.ohio.gov/odhpro
grams/eh/water/PWSForms/LHDF
orms

• Must be complete prior to 
the Finalizing

http://www.odh.ohio.gov/odhprograms/eh/water/PWSForms/LHDForms


Final Inspections
• Document the dates of all inspections, including sealing 

only permits.
• Document your observations in the section provided.
• Document if worksheet is attached.
• Should be done prior to Disapproving a permit to 

document what has been done to date.



Water Samples
• Proper Sample location
• Notifying Owner/Applicant and PWS Contractor

• Keep copy on file with permit



Nitrates
• Must be checked for all Private Water Systems
• If Pre-screen done 

• 5 ppm or greater  ------ Lab Test

• If Lab Test done
• 10 ppm or greater ------- send documentation to Property 

Owner
• Treatment methods
• Information about Nitrates



Sample Results Written Notification
• Always follow-up phone calls with written 

notification
• Emails are acceptable



The Final Countdown
• 3 possible Permit Scenarios

• Permit is still Active
• Permit is Disapproved

• Expiration
• Violations
• Water sampling

• Permit is Approved



Active Permit
• Permit is valid for a 1 year period
• Extension may be granted

• Period of 6 mos. from the date of                                     
Expiration

• Construction must be complete before the 
expiration

• Do not Disapprove before the permit expires



Disapproval
• When the permit expires

• Construction is not complete
• Forms are not submitted
• Violations are not corrected
• Samples/Inspections are needed
• Acceptable Sample results not achieved

• Before Disapproving, perform an inspection to 
verify what work has been completed



Is the Disapproval Final?
• Only if the construction is not completed by 

the Permit expiration or the Extension 
expiration

One (1) year from the Date Issued
1/1/17   Issuance - 1/1/18 Expires
Extension is granted - 7/1/18 Expires

• A new permit is required in order to 
complete the construction of a PWS



Disapproval
• Must be documented as Disapproved with signature and 

date on the Administrative Summary 
• Reason for Disapproval documented on the Adm. Sum.

• Follow-up with Written Disapproval Notification
• Needs to state the reason for Disapproval
• What should be done to correct

No acceptable water results or Violations not corrected by the PWS 
Contractor or Completion form not submitted.



Disapproval to Approval
• Once the corrections are made and the PWS meets 

compliance, the status can be changed from 
Disapproved to Approved.

Walt R. Wells, R.S.

1/26/2018
x

No acceptable water results or Violations not corrected by the PWS Contractor or
Completion form not submitted.

1/2/2018 – Letter of Disapproval        Notification Letters sent 7/1/17, 12/1/17



Approval
• Verify the Administrative Summary is complete.
• Verify the Permit file has all documentation 

pertinent to the Private Water System
• Send Written Notification of the Approval

X
Walt R. Wells, R.S. 9/18/2017



Goal Met



Contact Information 
Private Water Systems Program

(614) 644-7558

Ohio Department of Health
Bureau of Environmental Health and Radiation 

Protection

36


	Administrative Process of the Private Water Systems Program
	 Starting the Process
	Reviewing the Application
	Permit Application & Site Plan
	Additional Plans
	Non-compliant/Missing Information
	Permit Issuance
	Permit Application 
	Tracking the Permit Progress
	Waiting for Something to Happen
	Be Proactive not Reactive
	Notification Letter
	Early Sampling Request
	Problems with Early Sampling
	Problems with Early Sampling
	Explanation to Applicant
	Paperwork Received
	Reviewing Forms
	PWS Contractors
	Notice of Violations
	Tracking the Progress
	All is Good!
	Administrative Summary
	Final Inspections
	Water Samples
	Nitrates
	Sample Results Written Notification
	The Final Countdown
	Active Permit
	Disapproval
	Is the Disapproval Final?
	Disapproval
	Disapproval to Approval
	Approval
	Goal Met
	Contact Information 

