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Introduction  
  
The City of Maricopa has recognized the following regulations for Group Homes 
with 1-6 residents. The purpose of these regulations is to permit minors, disabled, 
handicapped or elderly persons to reside together in single family residential 
neighborhoods in compliance with the Fair Housing Act, while preserving the 
residential character of the neighborhood.   
  
To begin the process of obtaining a zoning clearance as required by the state, the 
property must first be registered with the City of Maricopa by submitting a group 
home registry permit.   

  
 

  

Process Overview 
  

  
Registration Submittal Requirements  
  
Before a Group Home zoning clearance may be issued, the applicant 
must submit a request to register a property with the City of 
Maricopa. To register a Group Home with the City, the following are 
required:  
  
1. Narrative:   

 
Description of proposed facility (i.e. number of residents, hours of 
operations, type of care, etc.). Specify whether or not all residents will be 
capable of self-preservation in the event of an emergency situation.  
 
Definition of Self-Preservation: Capable of self-preservation in the event of 
a fire, a person is able to, leave the building on his/her own, even if it 
requires the use of a wheelchair. 
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2. Aerial Image of Property:   
 
You may find an aerial image of the proposed property at  
https://www.google.com/earth/ or https://www.google.com/maps. Please 
be sure to show sidewalk, street, and complete setbacks of the proposed 
property.  
 

Example aerial image shown below: 
  

 
Figure 1 - Example Aerial Image  

  
  

https://www.google.com/earth/
https://www.google.com/earth/
https://www.google.com/maps
https://www.google.com/maps
https://www.google.com/maps


 

4 
 

  

3. Property Owner Authorization:   
  
If you are not the property owner of the proposed home you will have to have a 
signed property owner authorization letter submitted in order to operate. If you 
are the property owner you may simply submit a letter stating you intend to use 
your property for this purpose (see example below).   

 

  
   

  
  

  
Figure 2 - Example Owner Authorization 
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        Review Process  

Staff reviews the online application to determine if all the necessary 
information has been submitted, and then the proposed group home is 
reviewed by the City of Maricopa.    

 
  
    Building Safety Division and Fire Division Inspections  

All group homes must be reviewed and inspected by the Building Safety and 
Fire Division for conformity. This will require a separate Certificate of 
Occupancy (Residential) application after zoning approval, where you will 
show how the proposed home will comply with the applicable building and 
fire codes of the City.  
 
Please refer to Page 15 of this guide for directions on how to apply for the 
Certificate of Occupancy.  

  
 

Time Frame for Zoning Clearance  
Approval is granted within a 2-3 week timeframe, assuming all submittal 
items have been accepted and approved by the City of Maricopa.  
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How to register your Group Home  
  
STEP 1. SIGN UP FOR A PORTAL ACCOUNT TROUGH THE  
FOLLOWING LINK – VIP PORTAL  
  
  
**IF YOU ALREADY HAVE A PORTAL ACCOUNT YOU MAY SKIP TO 
STEP 3.  
  
  
  

 
  
 
  

  

   

  

https://ci-maricopa-az.smartgovcommunity.com/Public/Home
https://ci-maricopa-az.smartgovcommunity.com/Public/Home
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STEP 2.  ENTER INFORMATION UNDER THE ACCOUNT SIGN UP  
SECTION THEN CLICK NEXT  
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PROCEED TO FILL OUT THE CONTACT INFORMATION  

 
CONFIRM THE INFORMATION ON THE REVIEW PAGE IS  

CORRECT, THEN CLICK ON AGREE TO TERMS AND CREATE YOUR 
ACCOUNT. 
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CLICK ON THE VERIFY BUTTON TO VERIFY YOUR ACCOUNT 
THROUGH THE EMAIL YOU USED TO SIGN UP WITH.  
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STEP 3. LOG IN   
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STEP 4.  CLICK ON MY PORTAL  
  

  

STEP 5.  CLICK ON APPLY ONLINE   
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STEP 6. SELECT PLANNING AND ZONING FOR CATEGORY AND  
RESIDENTIAL AND GROUP CARE HOME (1-6 RESIDENTS) FOR  
APPLICATION TYPE  

 
STEP 7. CONTINUE FILLING INFORMATION UNTIL APPLICATION  
IS COMPLETE 
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STEP 8.  UPLOAD YOUR SUBMITTAL DOCUMENTS AS SHOWN 
BELOW: 
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As soon as all submittal items are uploaded, your Group Home will be 
routed for review.  

Once approved you will receive a Memo of Approval from the City of 
Maricopa posted to the Portal’s “Permit Notes” section.  
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How to receive the required Certificate of Occupancy 
 
After the group home permit application is reviewed and a memo of 
approval is issued, a residential Certificate of Occupancy will be 
required for the group home to begin operation. This will require a 
separate application, which can be found as shown below:  
 
1. APPLY ONLINE 
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2. SELECT THE “BUILDING PERMITS (RESIDENTIAL PROJECTS)” 
CATEGORY, AND THEN SELECT THE “RESIDENTIAL 
CERTIFICATE OF OCCUPANCY” APPLICATION OPTION AS 
SHOWN BELOW: 
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3. COMPLETE THE APPLICATION  
 
You will need the following submittal documents for the 
Certificate of Occupancy application: 
 

a. The Memo of Approval from Planning and Zoning: 
 
 Submit the Memo of Approval that the Planning and Zoning Division provided during the 
Group Home permit’s approval. This should be visible in the “Permit Notes” section of the 
permit’s Portal page. 

Figure 3 - Example Memo of Approval 
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b. The approved Project Narrative 
 
Submit the stamped and approved project narrative that was provided within the Group 
Home permit’s page. Please contact City staff for assistance in finding the stamped 
approved documents in the Portal.  
 
 

c. Emergency Contact List 
 
Please submit a list that includes the following emergency contact contacts, names, 
numbers and addresses:  

• Emergency Response (911) 
• Non-Emergency Police  
• Non-Emergency Fire  
• Poison Control  
• Group Home Owner  
• Contact person not living at the group home address  
• Nearest hospital 
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d. Emergency Evacuation Plan: 
  

A clear blue print of the property illustrating an emergency evacuation plan. You may 
draw the site plan yourself. Please show all floor levels if there are more than one. Show 
all required smoke and carbon monoxide detectors, fire alarm, emergency lighting and 
fire extinguishers. Please show front egress door size, all sleeping rooms window 
information (length, width and method of operation).  

  
  

  
Figure 4 - Example Evacuation Plan 
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4. AFTER THE APPLICATION IS REVIEWED AND APPROVED, 
REQUEST THE NECESSARY FIRE INSPECTIONS:  

 

• Please call the Permit Center at 520-316-6920 in order to 
request the required inspections and have them scheduled. 

 
 

5. PRINT 3 SETS OF YOUR EVACUATION PLANS AND 
EMERGENCY CONTACT NUMBERS YOU SUBMITTED ONLINE.  

• 1st set for the Fire Inspector  
• 2nd set posted at your Group Home  
• 3rd set for the State  

  
  
___________________________________________________ 
 

For any additional questions, please contact the City by phone at 
520-316-6920 or by email at DSPermits@maricopa-az.gov  
  
  

 

mailto:DSPermits@maricopa-az.gov
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