
Contact us 
109-110 St Aldates Chambers 
St Aldates 
Oxford 
OX1 1DS 
General enquiries: planning@oxford.gov.uk 
Submit a comment: planningcomments@oxford.gov.uk 
Tel: 01865 249811 

See our other booklets on…. 
 
 Commenting on Planning Applications 
 Trees and High Hedges  
 Dropped Kerbs  
 Permitted Development Rights 
 Lawful Development Certificates 

Oxford City Council 

Oxford City Council 

Guide to Submitting a 

Planning Application 

Online  



Submitting online can sometimes be a stressful and daunting experience at first. This leaflet 
aims to guide you through the process and give you all the information needed when submitting 
online.  

 

Benefits of submitting online:  

 Online submission is quicker, easier and cheaper than submitting a paper copy. 

 Submitting online is more environmentally friendly.  

 If you are submitting a planning application online you can save your application in draft and 
come back to it.  

 Through submitting online you do not have to reply on traditional postal methods which can 
often be unreliable.  

 When submitting on Planning Portal you are able to pay your fee online speeding up the 

registration process.  

 When submitting a comment online, it is automatically received and will be visible to the 
public within 24hrs of submission.  

 Using the Planning Portal interactive house to assess whether you 
need to submit an application.  

 

How to submit online: 

Planning Applications  

 Before you start your application you must register with the Planning Portal service.  You can 
do this at  http://www.planningportal.gov.uk/PpApplications/loginRegister.jsp. You can start 
your application and save it as you go.  

 You are then taken to an overview of your application where you can click on the different 
tabs to fill in the required information.  Once you have filled out the information you should 
click ‘next’ before leaving the application or going onto another tab as this will save the 

details you have already entered.  

 Supporting documents can be uploaded straight to the Portal. File names should reflect the 
content. Files are limited to 5MB. 

 Once you have completed your form and calculated your fee, the Planning Portal will check 
your entire application to make sure all the stages have been completed correctly.  

 Once all stages have been completed the application will be submitted to us.  

 

Comments 

The quickest and easiest way of making a comment on an application is through our Public 
Access system which will allow you to search for any planning application, view and comment on 
it. You can access this system at http://www.oxford.gov.uk/PageRender/decP/
Planning_applications_search_occw.htm  

 Search options are split into different tabs, you can either use a postcode, keyword or 
first line of the address to search for an application.  

 Applications attached to the search criteria you have entered will appear. You can 
then view the documents attached to that application.  

 You may make a comment by selecting the ‘Make a Public Comment’ button where 
you will be able to submit your comment online.   

 Once all the mandatory sections of the form have been filled out, which include name 

and address, the comment can be submitted email confirmation is offered.  

 

Privacy Policy:  

When submitting an application the data used may be collected and used by the Portal 
along with the information used in your registration form. There is more guidance on the 
Planning Portal website regarding the uses of this information, http://
www.planningportal.gov.uk/general/aboutus/legal/privacypolicy. Once your application is 
submitted the public will be able to view certain aspects of your application, such as 

applicant and agent names and addresses.  

 

Comments are NOT confidential and maybe shown to the applicant. When your comment 
is submitted online your name and address will be visible to the public.  

 

Useful Links  

Planning Portal FAQ’s— http://www.planningportal.gov.uk/general/faq/faqonlineappsstart 

Video Tutorials— http://www.planningportal.gov.uk/planning/applications/howtoapply/
videotutorials/  

Commenting on a Planning Application— http://www.oxford.gov.uk/PageRender/decP/
CommentingonPlanningApplications.htm 

FAQs - http://www.oxford.gov.uk/PageRender/decP/PlanningFAQs.htm 

Planning Portal Interactive House—http://www.planningportal.gov.uk/permission/house 

 

Planning Portal support contacts 

Email the Planning Portal Support Team on 
support@planningportal.gsi.gov.uk or call the support desk on 
(0117) 372 8200. The support desk operates 9am-5pm Monday 
to Friday. 

 

The Planning Portal is an independent government run website, Oxford City 

Council has no input or control over the website.    
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