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COUNTY OF SAN MATEO
PLANNING AND BUILDING DEPARTMENT


DATE:	March 16, 2020
TO:	County Employees and Interested Parties
FROM:	Steve Monowitz, Community Development Director
SUBJECT:	Continuity of Operations Plan for March 16 – 30, 2020
	


For the next two weeks, the Planning and Building Department will continue to provide almost all of the services it typically provides, but at a slower rate, and in a manner that relies entirely on the use of email, on-line applications, telephone, and mail.  No counter service will be provided, and most staff will be working from remote locations.  The method by which Planning and Building Department services will be provided is further described below:

1. Submittal of Building and Planning Permit Applications

All permit application forms are available on the Planning and Building website.  Completed forms should be saved as PDF files and submitted by email.  Completed building permit applications should emailed to buildingcounter@smcgov.org, and planning permit applications should be emailed to PlanningProjects@smcgov.org.  Electronic plans should accompany the email submittal of permit application forms, if the digital size of the plan is within the file size limits of the County’s email system.  Otherwise, the staff member that will be assigned the application will contact the applicant via email to provide instructions for uploading electronic plans.   

2. Processing of Building and Planning Permit Applications

Soon after the Department receives an emailed application, the assigned staff member will contact the applicant by email to inform them of the case number the application has been assigned, any information that needs to be submitted in order to complete the application, and the way in which processing fees can be submitted.  Updates on the status of building permit applications will continue to be available on the Department’s on-line permit portal (https://aca.accela.com/SMCGOV/Default.aspx), and all correspondence between applicants and staff members will occur by email and phone.    

3. Issuance of Planning and Building Permits

All approved permits and associated materials shall be issued by email or regular mail.  Job cards to be signed by inspectors will be delivered by the inspector at the first scheduled inspection.

4. Scheduling and Conducting Construction Inspections

As of March 16, 2020, no new inspections are currently being scheduled.  Inspections that were scheduled prior to this date will be conducted only if the inspection will occur outdoors or in a vacant structure that has not been inhabited for a period of 72 hours or more prior to the inspection, at the discretion of the inspector.  Inspectors and contractors shall maintain a distance of six feet or more from each other.  The Department is currently evaluating the feasibility of conducting video inspections, and will use this and other information to determine whether to reopen the scheduling of additional inspections by March 20, 2020.

In order to minimize the need for inspectors to come into the office, all inspectors have been authorized to take their County inspection vehicles home with them, and will be dispatched via email or phone.  Inspectors can enter inspection results into the Department’s on-line database remotely. 

5. Submittal and Processing of Code Compliance Complaints

All complaints regarding alleged code violations should be submitted via phone (650-363-4825) or email (codecomplaint@smcgov.org).  Only outdoor inspections by Code Compliance Officers will be occurring until further notice.  Code Compliance Officers have also been authorized to bring their County assigned vehicle home with them, and have the ability to work on existing cases and other matters from remote locations. 

6. Public Hearings

Regularly scheduled public hearings on development applications and appeals conducted by the Design Review Officers/Committees, Zoning Hearing Officer, Planning Commission, and Board of Supervisors have not been cancelled.  However, the Department is currently evaluating ways in which decision makers and the public can participate in these hearings without having to be physically present in the hearing room.  

7. Public Meetings and Workshops

All face to face meetings and workshops have been canceled for the time being.  Coordination amongst staff will occur primarily by email and telephone.  Options for conducting on-line webinars and virtual workshops are currently being considered and evaluated. 


Page 2 of 2

