San José Fire Department
Office of the Fire Marshal

PROCESS FOR REQUESTING MANDATORY OCCUPANT LOAD SIGNS
Effective Date: January 1, 2020

The San José Fire Department continues updating its inspection records. As part of these updates, all
businesses, requiring a Place of Assembly permit for their operations, must submit a proposed sign and
justification for the occupancy load to the Bureau of Fire Prevention for review to determine the current
occupant load for their location.

Please note that if an applicant has submitted plans for a tenant improvement project that includes
occupancy review, fire review staff will review and approve an Occupant Load Sign as part of their plan
review and approval process.
Process:
1. Applicants schedule an appointment for submittal of their documents through San Jose Firé Department

Bureau of Fire Prevention.

https://reservationv5.frontdesksuite.ca/sanjosebuilding/fireprevention

2. All new Occupant Load Sign submittals shall be submitted through SJePlans for processing.

https://www.sanjoseca.gov/your-government/departments-offices/fire-department/fire-prevention-
permits/fire-department-sjeplans

3. Applicants shall submit 8.5 x 11”” documents, including a proposed sign and plans justifying the
occupancy load for their business. Occupant Load Sign(s) shall be created by the owner/manager(s)
based on the “Posting of Occupant Load” published on the Fire Prevention website. The occupant load
numbers will be confirmed by fire review staff, based on the plans submitted.

4. A minimum fee for 1 hour of fire plan review will be assessed for the initial review. Additional fees may
be due for additional time required for review and approval.
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