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TOWN OF LOS GATOS 
PLANNING COMMISSION 
REPORT 

MEETING DATE: 05/24/2023 

ITEM NO: 2 

DATE: May 19, 2023 

TO: Planning Commission 

FROM: Joel Paulson, Community Development Director 

SUBJECT: Forward a Recommendation to the Town Council on Modifications to the 
Town Height Pole and Netting Policy for Additions and New Construction. 
The Proposed Amendments to Town Policy are Not Considered a Project 
Under the California Environmental Quality Act.  Project Location: Town 
Wide.  Applicant: Town of Los Gatos.  

BACKGROUND: 

On April 26, 2023, Planning Commission considered modifications to the Town's Height Pole 
and Netting Policy for Additions and New Construction ("Story Pole Policy").  The discussion was 
continued to May 24, 2023, with a request for additional information. 

DISCUSSION: 

As discussed in the April 26, 2023, Planning Commission Staff Report, a survey of the 15 
cities/towns in Santa Clara County found that story poles are not required in nine of the cities: 
Campbell, Cupertino, Gilroy, Los Altos, Morgan Hill, Mountain View, San Jose, Santa Clara, and 
Sunnyvale.  Story poles are required by five: Los Altos Hills, Milpitas, Monte Sereno, Palo Alto, 
and Saratoga.  The available policies/regulations are included as Exhibit 4, along with five 
additional examples from Burbank, Corte Madera, Portola Valley, Santa Barbara, and 
Woodside.  Milpitas does not have a written policy. 

As discussed in the April 26, 2023, Planning Commission Staff Report, the City of Los Altos only 
recently removed their story pole requirement, on February 14, 2023, as part of the 
implementation of their Housing Element.  The City’s Housing Element included an 
Implementation Program that specifically stated that, “The requirement of story poles 
installations will be eliminated for all development applications.”  The staff report explained 
that this was because they found that the story pole requirement added subjectivity, extended 
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SUBJECT: Story Pole Policy Amendments 
DATE:  May 19, 2023 
 

DISCUSSION (continued): 
 
the review process of all development, and added additional cost for a project whereas their 
other requirements for renderings and 3D Modeling could effectively provide the relationship 
of the proposed building heights.  Prior to this modification, the requirement had applied to 
multiple-story multiple-family, commercial, and mixed-use projects, and public facilities, and 
required the story poles reflect the outline of the proposed building on the site.    
 
As a result of the Planning Commission discussion on April 26, 2023, and the public comment 
received for that meeting, additional information has been prepared on the following topics for 
discussion and direction. 
 
A. Story Pole Requirement 
 

Should the Town retain a requirement for installation of story poles for development 
projects?   
 
As mentioned above, only 36 percent of the agencies in Santa Clara County (excluding Los 
Gatos) have a requirement for story pole installation for development projects.  Comments 
received have included both those who are concerned that this requirement is out of date 
and should allow for digital alternatives, and would be a constraint on future housing 
development, as well as those who have discussed the value that it brings to the Town. 
 

B. Types of Development Projects 
 

What types of projects should be required to install story poles?  What types should be 
excluded/exempt? 
 
The current Story Pole Policy requires installation of story poles for:  

• New residential (excluding single-story accessory structures) and non-residential 
buildings;   

• Residential second story additions; and 

• Nonresidential additions exceeding 100 square feet. 
 
The Town could consider exclusion or exceptions for certain types of projects.  This could be 
done by modifying the list above, or by creating a list of project types (by use, size, scope, or 
some other factor) that are excluded from the story pole requirements or allowed to use 
specific alternative methods.  For example, the story pole requirement could exclude 
projects that are 100 percent affordable housing, or projects that are not asking for any 
exceptions from the Town’s requirements.  The following is a sample (not exhaustive) list of 
categories that could be considered as thresholds for inclusion in or exclusion from this 
requirement: 
 



PAGE 3 of 7 
SUBJECT: Story Pole Policy Amendments 
DATE:  May 19, 2023 
 

DISCUSSION (continued): 
 
Use types: 

• New residential 

• New detached single-family residential 

• New multi-family residential 

• New commercial 

• New mixed-use 
 

Project size: 

• Building height 

• Number of proposed buildings 
 

Project scope: 

• Additions under a set square foot limit 
 

Other factors: 

• Location in Hillside Area 

• Location in a Historic District 

• Amount of affordable housing 

• Compliance/non-compliance with Town regulations  

• Reviewing body (Community Development Director, Development Review 
Committee, Planning Commission, Town Council) 

 
Several of the example policies (Exhibit 4) have lists of what types of applications require 
installation of story poles.  The requirements and specificity vary.  In most cases, it is the 
construction of new primary buildings or additions of a certain size (over 500 square feet, 
over 900 square feet, “substantial additions,” etc.).  In a few it is just for new construction 
and additions in the hillside or open space areas.   
 

C. Modify Physical Requirements 
 

Should the current requirements be modified? 
 

The current Story Pole Policy requires, “At least two foot (2') wide orange woven plastic 
snow fencing (netting) must be erected to represent the rooflines of the proposed 
structure(s) or addition,” and that, “At a minimum, story poles shall be placed at all outside 
building corners of the building wall (excluding eaves) and along the rooflines of the 
proposed structure(s) or addition.  Architectural elements such as towers, spires, elevator 
and mechanical penthouses, cupolas, mechanical equipment screening and similar 
elements not used for human activity or storage which are visible from the streetscape shall 
be represented by the story poles.” 
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DISCUSSION (continued): 
 
These requirements could be modified to allow alternatives to the netting, for example flag 
rope or alternative color(s), though the orange netting seems to be a consistent 
requirement across jurisdictions.  These requirements could be modified to not require the 
entire project to be represented, but just certain aspects, like the front facade, tallest ridge, 
etc. 
 

D. Provide Alternatives 
 

Should alternatives be detailed in the Story Pole Policy? 
 
The inclusion of standard options/alternatives within the Story Pole Policy would provide 
for more clarity and predictability and could potentially reduce the number of exception 
requests received.  Recent story pole exception requests have included one or more of the 
following: 
 

• Use of one or two rows of flag rope in place of netting 

• Renderings and digital simulations 

• Signage 

• Reduced number of poles for multi-building projects 
 
Comments provided as Exhibit 2 to the April 26, 2023, Staff Report and verbally during the 
meeting included these additional suggestions: 
 

• Relocation of poles when located close to property lines to reduce guy wire conflicts 

• Attachment of guy wires to existing trees, fences, and equipment 

• Exemption of buildings or portions of the buildings not visible from the public right 
of way 

 
These options could be provided as part of the standard story pole requirements or as part 
of a modified exception process as discussed below. 
 

E. Modify Exception Process 
 

Should a modification be made to change the decision maker for exception requests? 
 

The Town’s policy allows the Community Development Director to determine if alternative 
materials (telephone poles, cranes, etc.) are appropriate for use as story poles.  But the 
current exception process (Exhibit 1, page 4) for alternatives to other aspects of the policy, 
including the orange woven plastic snow fencing material or placement of poles at all 
outside building corners and rooflines of all buildings, requires review by Town Council.  Of  
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DISCUSSION (continued): 
 

the five other Santa Clara County cities that have a story pole policy, three do not have an 
exception process stated, and two have an exception process where the authority is placed 
with the Community Development Director.  
 

F. Story Pole Plan Requirement 
 

Should the requirement for submittal and approval of a story pole plan be removed from 
the policy? 

 
As mentioned at the April 26, 2023, Planning Commission meeting, Los Gatos is the only 
agency in Santa Clara County that requires submittal and approval of a story pole plan.  
However, the two additional example Story Pole Policies that were provided from the City 
of Burbank and the Town of Corte Madera both include this requirements. 
 

G. Housing Element 
 

Do these requirements conflict with the Housing Element or Housing Accountability Act 
(HAA)? 
 
The State Housing Accountability Act prohibits the Town from denying or reducing the size 
of housing developments that are compliant with the Town’s Zoning Code and other 
objective standards.  Any proposed story pole policy would consist of objective standards.  
Requiring applicants to comply with the objective standards contained in a story pole policy 
does not violate the State Housing Accountability Act. 
 
State housing element law requires that the Town’s Housing Element, where appropriate 
and legally possible, remove governmental constraints to the maintenance, improvement, 
and development of housing.  There is a potential argument to be made that the expense of 
story poles constrains the development of housing.  Case law discussing this housing 
element requirement describes such constraints as including land use controls, density 
controls, growth management limits, building height limits, parking standards, and 
processing and permit procedures.  Conceivably, a story pole policy falls into the category of 
“processing and permit procedures.”  There is no case law directly addressing the question 
of story pole policies.  In the Town Attorney’s opinion, a court would not consider a story 
pole policy to constitute a constraint on housing in that it serves the important purpose of 
informing the public regarding the future appearance of developments.  Even if a court did 
consider a story pole policy to be a constraint on housing, the remedy would be for the 
Town to amend its Housing Element, potentially with an implementation program to 
remove/reduce that constraint.   
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CEQA DETERMINATION: 
 
The Planning Commission’s recommendation is not a project subject to CEQA, because any 
story pole policy will be adopted by Town Council action. 
 
CONCLUSION: 
 
A. Summary 
 

The Town of Los Gatos has a Height Pole and Netting Policy for Additions and New 
Construction, and staff has developed a list of a number of elements that might warrant 
modification.  The discussion topics were developed following research by staff on other 
story pole policies and with input from local story pole installers. 
 

B. Recommendation 
 
The Story Pole Policy has been forwarded to the Planning Commission for review.  Staff 
recommends that the Planning Commission: 

 
1. Receive and consider public comments;  
2. Complete the review of the existing Story Pole Policy;  
3. Provide input on any recommended modifications to the Story Pole Policy; and 
4. Forward a recommendation to the Town Council to approve modifications to the Story 

Pole Policy. 
 
C. Alternatives 
 

Alternatively, the Commission can: 
 
1. Forward a recommendation to the Town Council that no changes be made to the Story 

Pole Policy; or 
2. Continue the matter to a date certain with specific direction to staff. 
 

 
EXHIBITS: 
 
Previously received with the April 26, 2023, Staff Report: 
1. Current Story Pole Policy 
2. Story Pole Installer Input 
 
Previously received with the April 26, 2023, Addendum Report: 
3. Public Comments received between 11:01 a.m., Friday, April 21, 2023, and 11:00 a.m., 

Tuesday, April 25, 2023 
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EXHIBITS (continued): 
 
Received with this Staff Report: 
4. Story Pole Policy Examples 
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City Council 9/8/99; Rev. 1/8/16 

TOWN OF LOS ALTOS HILLS 
26379 Fremont Road 
Los Altos Hills, CA 94022 
Phone: (650) 941-7222 
www.losaltoshills.ca.gov 

Story Pole Policy 

PURPOSE 

To request new construction and some remodels be staked on site and that height poles and 

fencing shall be erected to provide the decision making bodies (City Council, Planning 

Commission, Planning Staff) and neighbors with a better visual tool to evaluate proposed 

construction. 

POLICY 

Story poles shall be used for the following types of applications: 

 New buildings

 Second story additions

 Additions exceeding 900 square feet and increases in roof height

 Accessory structures (exceeding 900 square feet)

 Second units (if in conjunction with new residence or major addition)

 Driveway entrance modifications, sports court and pools (outlined with stakes and ribbon at

ground level)

 Open Space easements

 Trees proposed to be removed (marked with ribbons or tags or some type of obvious marker)

Exceptions may be granted by the Planning Department based on scope of work proposed.

Timing 

Story poles shall be installed approximately two weeks prior to advertising the project for public 

hearing.  Staff will inform the applicant when the story poles should be installed.  The story poles 

shall remain in place until the project has been reviewed at a public hearing and the appeal period 

has passed.  If the project is appealed, the story poles shall remain until the appeal has been acted 

upon.  The applicant shall provide photographs of the installed story poles.  Please note that 

public notices will not be mailed until the staking has been completed and approved by staff. 

Requirements 

The project Surveyor or Civil Engineer shall determine the perimeter points of the proposed 

structures for story pole installation. Story poles shall be constructed of rigid material (plastic 

piping is not acceptable) and a two (2) foot wide band of plastic orange snow fencing which must 

clearly outline the proposed ridgelines and eaves for the new structure, addition and/or accessory 

buildings. In addition, proposed swimming pools, tennis courts, open space easements, and/or 
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Story Pole Policy 

Page 2 

driveway modifications should be outlined and marked with ribbon at ground level.  Please note 

that all trees proposed to be removed shall be marked with tape, flags, or other obvious 

identification markers. 

Staff may approve alternative materials for story pole construction for minor projects.  If you 

have questions about materials contact the Planning Department.  

Orange snow fencing at least two feet (2’) wide must be erected to represent the roofline of the 

proposed structure/addition. The fencing must be supported by height poles strong enough to 

accurately maintain the outline and height as shown below (plastic piping is not acceptable). 

The height of story poles should indicate the final height of the building (grading should be 

accounted for in the height of the poles). 

Example: 

Roof Plan 

Story Poles 

2’ fencing to cover proposed height 

Post locations 
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APPLICANTS DON’T FORGET!!!!!!!!!!!!!!!!!!!

Netting and Ribbon Requirements

If your project is one of the following, story poles and certification are REQUIRED: 

• Any second story addition

• The construction of any structure exceeding 500 sq. ft.

• Any addition exceeding 500 sq. ft.

THE FOLLOWING MUST BE COMPLETE BY 9:00am 14 DAYS PRIOR to the Site and 
Architecture Meeting: 

• Erection of story poles and netting

• Outline of footprint

• Tagging of trees

• Completion and submittal of Story Pole Certification Form

Erection of netting and outline of footprint must remain in place for a period of 15 days 
following the final decision. After the 15 days, the netting shall be removed within one week. 

BUILDING ROOFLINE 
Netting at least two (2) feet wide and made of woven plastic snow fencing (orange in color) 
must be erected to represent the roofline of the proposed structure.  Stakes or wires strong 
enough to accurately maintain the outline and height as shown above must support netting. 

BUILDING FOOTPRINT AND FLOOR LEVEL 
Ribbon at least two (2) inches wide and of a bright color must be staked to represent the 
perimeter or outline of the building AND floor levels of all floors. Different color ribbons must 
be used for the building AND the floor levels of all floors. Different color ribbon  
must be used for the building and decks located on the first level. 

CITY OF MONTE SERENO 

18041 Saratoga-Los Gatos Road 

Monte Sereno, CA  95030 

Phone (408) 354-7635    Fax (408) 395-7653 

www.cityofmontesereno.org 

2’ orange netting to show 

the entire roofline and all 

ridges 



City of Monte Sereno 
Story Pole Certification 

 
Instructions: The story pole certification must be performed by a registered land 
surveyor or civil engineer. The completed certification statement must be submitted 
to the City two weeks prior to the Public Hearing date. 
 
I,       have surveyed the story poles located at 
 NAME OF SURVEYOR 
 
            
ADDRESS OF SUBJECT PROPERTY  
 
on    , which is based on Planning Application,    , 
 DATE                 APPLICATION NUMBER 
 
 
Submitted to the City of Monte Sereno by      . 
      NAME OF APPLICANT 
 
The survey was taken from the following benchmark: 
 
           

LOCATION OF MONTE SERENO BENCHMARK  
 
at an elevation of     .  

            BENCHMARK ELEVATION 
 
The highest ridge height elevation was measured at a height of    . 
 
I certify that the story poles located on the above-referenced site were installed or 
inspected by the undersigned, and found to be in conformance (within three inches, plus 
or minus) with the design, height and location shown on the plans and elevations, for the 
planning application referenced above. 
 
For additional information, please contact me at:       
        PHONE NUMBER 
 

               Please stamp & sign below 
SIGNATURE 
 
 
       
NAME (PRINTED OR TYPED) 
 
 
       
TITLE 
 
 
 
       
LICENSE NO./EXPIRATION DATE 



City of Palo Alto Municipal Code Section 18.28.070 Additional OS District Regulations 

 The following additional regulations shall apply in the OS district:
...

(o) Story Poles and Other Visual Review Aids

Story poles (with associated taping or flagging) shall be erected for projects involving
new residences or other structures, or for substantial additions to new residences, for 
the purpose of providing a better understanding of the visual impacts of a proposal in 
the OS district. Story poles shall accurately outline the perimeter and key and highest 
rooflines of the proposed structure(s) and shall be durable and sturdy enough to be 
visible from distant views. Story poles shall be constructed to the satisfaction of the 
director prior to notice of a hearing and shall remain in place through the public hearing 
date. Erection of story poles prior to public hearing notice may be required by the 
director to allow for staff and neighbors to view the project. Other aids, such as taping 
the perimeter of other development (structures, pools, sport courts, etc.) on the site and 
identifying trees to be removed, may also be required by the director. Story poles shall 
be removed upon final action on a project or upon the direction of the director. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcodelibrary.amlegal.com%2Fcodes%2Fpaloalto%2Flatest%2Fpaloalto_ca%2F0-0-0-79116&data=05%7C01%7CPBeeuwsaert%40losgatosca.gov%7C2ebeb87a71724c9b815f08db2edf06cd%7C6d38cb6747eb4d139e7c523cd7ccecd5%7C0%7C0%7C638155307658143690%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FJ%2FTgNKztzk%2FifUKNppYZ6pQ4Gp5FSShDo3Lg0MVPp0%3D&reserved=0
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Story poles shall be constructed of wood or metal which delineate the height, area, and 
approximate shape and massing of a proposed structure. Story poles must be installed in the 
manner set forth below: 

 
1) On each building elevation of the proposed structure at least one story pole shall show 

graduated five-foot interval height measurement markings in either paint or tape. 
 

2) At least one building elevation of the proposed structure must show the proposed finished 
grade and finished floor elevation markings in either paint or tape. 

 
3) The story poles shall be erected so that orange netting (or other materials approved by the 

Community Development Director) will be used to approximate the mass, shape and 
roofline (e.g., roof pitch/slope, ridge, and volume, including covered porches) of the 
proposed structure as shown below. For complex roof forms, the Community 
Development Director may also require that ridge flags be installed to delineate a main 
roof ridge or high point. 

 
 

 

Community Development Department 
City of Saratoga  
13777 Fruitvale Avenue 
Saratoga, California 95070 
 
Story Pole Requirements 
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Tree Removals: Any tree proposed for removal as part of the proposed project shall be clearly 
marked in the field. Acceptable means of identifying trees include using fluorescent tape 
wrapped around the tree's trunk, removable marking on the tree trunk that is easily visible, or 
another means approved by the Community Development Director 
 
Required Signage: The applicant shall erect on the story pole elevation facing the main access  
to the building site or the main street frontage, a minimum 11-inch by 17-inch sign which 
contains the following information: 

a) Name of applicant/property owner 
b) Contact telephone number of applicant/property owner 
c) A brief description of the proposed project’s scope of work 
d) Community Development Department main telephone number 

 
Duration: Once story poles are installed, all concerned parties will have fifteen (15) calendar 
days to review the application and provide written comments. The Community Development 
Director shall approve or deny the application within fifteen (15) days of the close of the review 
period. The decision may be appealed to the Planning Commission within fifteen (15) calendar 
days of the decision. The story poles shall not be removed until a final action has been taken and 
all appeal periods have expired. 
 
Photographs of Story Poles: the applicant shall submit photos of the completed story pole 
installation including required signs to the project Planner, prior to the Notice of Intent to 
Approve/Public Hearing being distributed. 
 
Story Pole Certification: Upon completion of installation the applicant must provide to the 
Community Development Department a stamped and signed letter from a State licensed land 
surveyor or civil engineer verifying the accuracy of the story pole installation in terms of 
location, heights, and elevation data. In addition, the Architect/Designer shall sign below stating 
that they have inspected the story poles and they accurately represent the proposed plans 
prepared by them and return to the project planner and prior to the Notice of Intent to 
Approve/Public hearing being distributed.   

 
 
 
I have inspected the story poles and find they accurately represent the mass, shape and 
roofline as shown on the plans. 
 
 
              
Print name         Date 
 
              
Signature 
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PURPOSE: To provide requirements for the installation of story poles for new construction and additions for all 
projects subject to a Hillside Development Permit (HDP) located within the designated hillside area of the R-1 
Single Family Residential zone.   
 
Why Story Poles? Story poles are three-dimensional, full-scale, silhouette structures that best represent the 
location, bulk and mass of a proposed structure(s) on a site for view assessment, allowing property owner(s), 
neighbor(s), and city staff to consider the visual impact of a structure(s) from various vantage points (also known 
as a view study). Story poles are required in order to document the impacts of a proposed structure(s) on views 
from adjacent properties prior to a final decision on an HDP by the Community Development Director, or their 
designee. The view impacts may not be limited to only those parcels that are abutting or adjacent to the project 
site.  In some cases, a house may impact the views from homes further up (or down) the hillside, depending upon 
the surrounding terrain. In unique cases, the story pole requirements may be waived where it is determined 
through on site investigation, evaluation of topographic maps, photographic evidence, or by other means that 
there is no possibility the proposed development will create or contribute to adverse impacts upon views. 
 
Who Can Assist Me With Story Poles? Story poles must be installed by a story pole or construction company 
who can certify the accuracy of installation to the proposed project plans. You can consult with your architect or 
designer for recommendations or review the complimentary list of companies enclosed.  
 
STEP 1 – Story Pole Plan: Once your Hillside Development Permit has been reviewed for code compliance and 
your plans are in good order, your Project Planner will advise you to prepare a story pole plan. Your application 
can not be deemed complete until a view study has been completed. 

 Provide one hardcopy (11” x 17” format) and one electronic copy (PDF) of your Story Pole Plan to your 
Project Planner for review and approval before installation on site. 

 The story pole locations are to be shown on the roof plan and building elevations of the proposed new 
structure or addition. Story poles should be shown in a distinct color (e.g. red preferred) superimposed on 
black-and-white plan sheets. Hand-drawn plans will not be accepted.   

 At minimum, the poles shall be placed at all outside building corners and at each end of the prominent 
ridgelines of the structure(s) to accurately demonstrate the different roof lines and maximum roof heights. 
The height should be accurate for the finished building surface at that point. The end of the roof ridge and 
top of the hip roof should also be marked. See example story pole plans on following page. 

 The plan should include the existing grade elevation at the base of each pole and the elevation of the 
ridges. If the storypoles are constructed entirely above an existing structure such that the poles do not 
touch existing grade, the existing grade at the base of the existing structure shall be shown on the 
elevations along the peak height of the new roofline. Story poles at deck locations shall extend to the top 
of railings.  

 The plan must also include the contact information for the licensed contractor, surveyor, architect, or 
engineer installing the story poles. 

 If at any time the plans are modified, City staff may require the story poles and certification to be updated.    
 
STEP 2 – Story Pole Installation: 

 The story pole material shall be constructed of 2” x 4” lumber, or other sturdy material (PVC is not 
acceptable), and should be properly braced and supported to ensure the health, safety and general 
welfare of the public and withstand weather.  

 The top one foot of the pole shall be painted with black paint and the height of each pole should be clearly 
marked on the base of each pole.  

 The netting shall be of bright orange construction mesh (snow fencing) material, or a comparable material 
or color, measuring at least twenty-four (24) inches in width and be able to withstand reasonably 
foreseeable weather. Netting shall be extended atop one pole to another pole to depict the roofline and 
ridgelines and should be placed on top of the blank painted portions of the posts. Flags, string, or rope 
are not acceptable netting materials.   

 If story poles are damaged or at any time become unsafe, they must be replaced or repaired and reset 
immediately. The City is not liable for any damage or injury associated with the erection of story poles. 

City of Burbank 
Planning Division 

Single-Family Hillside  

STORY POLE INSTRUCTIONS AND REQUIREMENTS 

 150 North Third Street 
Burbank, California  91502 

www.burbankca.com 
T: 818-238-5250 
F: 818-238-5150 

E: planning@burbankca.gov  

mailto:planning@burbankca.gov
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 The City can request the story poles be removed or modified if it is determined at any time there is a risk 
to public health and safety.  

 
STEP 3 – Story Pole Certification: 

 Upon completion of the story pole installation per the Planner-approved story pole plan, the installation 
must be certified accurate by a licensed architect, engineer, or surveyor with the enclosed Story Poles 
Affidavit based on the Story Pole Plan. The property owner may not certify the story pole height or position.  

 Once installed, the applicant shall submit photographs from at least 3 vantage points showing the 
completed story pole installation. The photos submitted for certification must include a key that 
identifies the location and direction of each of the views photographed from perspectives of 
neighboring properties.  Photographs and drawings should be numbered or otherwise keyed to the 
locations shown on the site map. 

 Once the affidavit and photos are completed, submit them to your Project Planner for verification. The 
Project Planner will verify the Affidavit was completed and conduct a site visit. Upon confirmation by your 
Project Planner, the public noticing period for your HDP application can begin once the postcards have 
been mailed out.   

 
STEP 4 – Story Pole Removal: 

 Story poles must remain in place throughout the application review process, inclusive of the 15-day appeal 
period. They can be removed the next business day after conclusion of the appeal period, if no appeal 
has been filed. 

 Should an appeal be filed on the permit, the story poles must remain in place until a final decision has 
been made on the application by the Planning Board and/or City Council and the subsequent appeal 
periods have concluded.  
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                       STORY POLES AFFIDAVIT 

 
 
TO: City of Burbank 
 Community Development Department 
 Planning Division 
 
 
REFERENCE:    
 
 

Name of Applicant 

 
 

Project Address 

 
 

Permit Number 

 
As the licensed architect / engineer / surveyor (circle one) for the above-referenced project, I hereby 
declare that the project’s story poles have been installed in accordance with the approved Story Pole 
Plan on file in the Planning Division office. I further declare that all story poles have been accurately 
placed, installed to ensure the safety of all persons and the general public, and are the correct height 
in accordance with the approved Story Pole Plan.  A certified copy of the Story Pole Plan (site plan and 
roof plan) that verifies accuracy is attached herewith. This information is accurate to the best of my 
knowledge. 

 
I/WE DECLARE UNDER PENALTY OF PERJURY THAT THE FOREGOING IS TRUE AND 
CORRECT. 
 
EXECUTED ON                           ____ , 20___  AT                                         ___, CALIFORNIA. 

 
 
  

PREPARER’S SIGNATURE                                         PREPARER’S NAME (PLEASE PRINT CLEARLY) 

 
 
 

COMPANY NAME                                                         PREPARER’S TELEPHONE NUMBER 

 
 

FOR OFFICE USE ONLY 

Date Stamp Received:   
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STORY POLE CONTRACTOR LIST 
 

Note: This list is provided as a convenience only. The City of Burbank assumes no responsibility for 

the product or actions of the companies herein described.   

 

 

Scharff Construction Inc. 

3714 Sawtelle Blvd. 

Los Angeles, CA 9006 

(310) 391-4464 ext. 303 

 

 

Coastline Story Poles 

(310) 266-7197 

coastlinestorypoles@gmail.com 

 

 

California Story Poles 

(310) 439-3203 

info@californiastorypoles.com 

 

Bronze House Development Inc. 

501 W. Glenoaks Blvd, Suite 610 

Glendale, CA 91202 

(818)913-9119 
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Town of Corte Madera 
Story Pole Information and Requirements 

Planning Department 
240 Tamal Vista Blvd., Ste. 110, Corte Madera 

415-927-5064

Definition: 
Story poles are three-dimensional, full-scale, silhouette structures that outline the location, bulk and mass that a 
proposed structure or addition will occupy on a site. They are required for certain design review applications and may 
be requested for any discretionary review where warranted by visual impact or location issues. Story poles allow staff, 
neighbors and others to assess the location and general massing of a proposed building from various vantage points.  

Requirements: 

The applicant shall provide a Story Pole Plan at the time of application. The plan shall indicate the location and 
height of the story poles, based on the roof plan of the proposed structure. Staff approval of the story pole plan is 
required prior to installation of the story poles.  

Install story poles to accurately outline the proposed building/addition’s major wall planes, gables and ridges. Decks, 
balconies, entries and other similar features must be shown if staff believes they have the potential to impact 
neighboring properties. Story poles at deck locations shall extend to the top of railings. 

Story poles shall be constructed of 2x4 or 2x6 lumber or similar other sturdy building material. Story poles should be 
braced at the base to ensure that they remain correctly positioned and can withstand strong winds, shaking and 
gravity. A building permit may be required to ensure public safety. Bright orange construction mesh, tape, or similar 
high-visibility material shall connect poles to show the building’s major exterior walls and roof ridgelines. Where 
grading would change the site’s natural grade elevation, story poles shall represent the final height of the building, 
with grading accounted for in the height of the poles. 

Following construction of the story poles, the applicant shall provide a Story Pole Certification (on reverse), signed 
by a licensed land surveyor or civil engineer, certifying that the poles located on the site were surveyed and found 
to be in conformance with the project plans and story pole site plan. (Other qualified professionals, such as an 
architect, may certify the location of the story poles if such measurement is made from a point that can easily be 
verified in the field, such as the finished floor of an existing structure.) 

Note that if plans are modified, staff may require the story poles and certification to be updated. 

Installation and Removal Timing: 

The story poles must be satisfactorily installed at least 14 days before the scheduled hearing date unless an earlier 
date is deemed necessary by staff. If at any time the story poles become unsafe or shift location, they shall be 
repaired and reset immediately. The Town shall not be liable for any damage or injury associated with the erection 
of story poles. 

Story poles must remain in place until the later of: (1) The expiration of any appeal period to the Town Council; or 
(2) The final determination on an appeal by the Town Council.

Story poles must be removed within 10 calendar days following the expiration of the appeal period, unless other 
arrangements have been made with the Planning Department.  

Exceptions/Compliance 
The Director of Planning and Building may grant exceptions to this policy based on unusual circumstances provided that 
the purposes of this policy are not impaired.  

The Zoning Administrator, Planning Commission or Town Council may determine that failure to comply with these 
requirements is grounds to continue a public hearing to allow the story poles to be installed. 
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Town of Corte Madera 
Story Pole Certification 

Instructions: The story pole certification must be performed by  
a registered land surveyor or civil engineer. Please attach a copy of 

the roof plan with the surveyed roof ridge elevations labeled. 

I,                                                                                                                                              have surveyed 
     NAME OF LAND SURVEYOR/CIVIL ENGINEER         

the story poles located at  _________________________________________________________ 
            ADDRESS OF SUBJECT PROPERTY 

on  , which is based on Planning Application 
DATE OF SURVEY

number  , submitted to the Town of Corte Madera 
   APPLICATION NUMBER 

by  . The survey was taken from the following 
        NAME OF APPLICATION 

benchmark:  ___________________________________________________________________ 
  DESCRIPTION/LOCATION OF BENCHMARK 

at an elevation of      . The ridge elevations silhouetted are indicated on 
    ELEVATION 

the attached plan. 

I have surveyed the building envelope, setbacks and ridge elevations of the story poles and 
silhouette described above, and I certify that all dimensions, location and elevations are accurate 
within ______________ of the plans submitted (Town standard is within 6” maximum). 

    INCHES 

Name (Please Print) 

License Number/Expiration Date 

Date 

Address 

Phone 

Email

PLEASE STAMP AND SIGN BELOW: 



Story Poles 

Requirements and Guidelin-es 
Th� placement of story poles is extremely helpful and important during the course of Town 
architectural review of applications for new development. Proper and accurate placement of 
story poles provides a demonstration of the· planned rooflines and heights and some 
indication of the potential massing of the proposed structure. Story poles enhance 
understanding of the project and.potential impacts not only for the Town's Architectural and 
Site Control Commission (ASCC) and staff, but also for the residents of neighboring 
properties and home owner association committees that may be involved in review of the 
project. The statements that follow set forth the Town's ordinance requirements arid 
guidelines associated with the placement and removal of story poles. 

Municipal Code Section 18.64.040.D. requires that the perimeter of all proposed structures 
are_ to be -cl�arly,ita.ked.,am:blabeled,on;,;tl)e _ alle,�it.Jbe.Jime. o.f.,aybmittaLQfiar;i.aRPliG.iti.Qm.ioL, . , 
ASCC review. The staking is to be maintained throughout the time period the application is 
under review by the Town. Pursuant to this ordinance section, the ASCC may also require 
that the actual bulk of the structure be demonstrated through story poles and ridgeline 
taping. 

Staff vyill inform an applicant and/or his or her designer during_ the pre-application meeting if 
· story poles will be required for the proposed project. If it is determined story poles are to be
placed on the project site, a site plan depicting the proposed location of the story poles shall
be provided for staff review at the time application is made for architectural review-. The
above notwithstanding, pursuant to the policy of the ASCC story poles must be installed as
part of the application review process for all proposals for new residences.

The story poles should be in place for review at least 10 days prior to the scheduled hearing
date with the ASCC. Staff will inform an applicant and/or designer of the anticipated hearing
date in order. to provide adequate time for placement of the story poles. Once the
application has been reviewed and acted on by the ASCC (i.e., to approve, conditionally
approve or deny the project), the story poles shall remain in place during the 15 day
architectural review appeal period, and removed no later than 10 days after the appeal
period has expired. If an application has been appealed, the poles shall remain in place ·
during the appeal process and then be removed within 10 days of completion of action on
the appeal.

The key factors in the placement of story poles are that the poles accurately show locations
and proposed heights and remain "accurately" in place during the course of project review. If
poles are not installed accurately, the ASCC may continue project review until such time that
the pole placement has been corrected ..

In addition to the above, the following story pole guidelines should be followed:
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• The story pole site plan shall clearly identify where the story poles have been placed,
what they model and the heights of the story poles relative to existing ground elevation.
The tops of the story poles should accurately match the heights of the features they are
modeling and the heights of the poles should be clearly recorded on the site plan. The
story pole plan and the actual placement of the story poles shall be certified by the
project surveyor, engineer or architect.

• The story poles should model the proposed ridgeline heights and should outline the
locations where the roofs meet the planned wall planes and not the roof eave
extensions.

• The tape used to outline the ridges and tops of walls should be tightly strung and have
sufficient size and color to be readily identifiable from reasonable distances. Further, the
story poles should be of sufficient size, 2"x4" or heavier boards, and placed with
sufficient support to stand for two weeks without leaning so that taping can be as stable
as possible during the project review process.

• If, during the course of project review, a design change is made or required by the ASCC
that changes the planned heights, the story poles shall be .modified if required by the
ASCC. If the story poles are required to be modified, they shall be in place in the
modified condition at least 10 days prior to final ASCC action.

If the application requires public hearing review by the Planning Commission, the story poles 
shall remain in place until the Commission has completed its review. Once the application 
has been reviewed and acted on by the Planning Commission, the story poles shall remain 
in place

. 
during the appeal period, which will _9e 15 or 30 days after the action d�pe

. 
nding on

the nature of the specific application. The poles shall be removed within 10 9ays of _the 
expiration of the appeal period. If an application has been appealed, the poles shall remain 
in place during the appeal process and removed within 10 days of completion of the action 
on the appeal. 

Timely removal of story poles maintains the visual quality of the Town and is respectful of 
relationships with neighbors. 
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COMMUNITY DEVELOPMENT DEPARTMENT 
630 GARDEN ST. SANTA BARBARA, CA 93101 

(805) 564-5578  | SantaBarbaraCA.gov

VISUAL AIDS & 
STORY POLES 
SUPPLEMENTAL APPLICATION 

GENERAL INFORMATION 

WHAT IS A VISUAL AID?
“Visual aids” include story poles, photo simulations, digital animations, and other means, such as 3-D 
computer models, to assist the City and the public in understanding a project’s size, bulk and scale in 
relation to the neighborhood and its effects on important public scenic views.  

WHEN ARE STORY POLES NECESSARY?
Story poles are required on most development review projects subject to review by the Planning 
Commission or Staff Hearing Officer in order to make the required findings, or when necessary to make 
a determination on whether the project will result in significant environmental impacts on important 
public scenic views. Design Review bodies also require story poles or other visual aids in order to make 
findings regarding appropriate size, bulk and scale, and neighborhood compatibility.  

HOW DOES THE PROCESS WORK?
If required, story poles shall be installed after design review conceptual review but before project design 
approval or Planning Commission or Staff Hearing Officer review. Planning staff, or the design review 
bodies, may consider exceptions to the requirements for story poles, based on the criteria described on 
page 3, prior to determining application completeness. Design review bodies or planning staff may also 
request other visual aids, such as photo simulations, perspective drawings, neighborhood context 
studies, three-dimensional aerial views, or massing models, on a case-by-case basis. 
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 STORY POLE REQUIREMENTS 
Story poles are required for the following projects. On development review projects, exemptions must 
be requested by the applicant and granted by staff prior to determining application completeness. On 
design review projects, the design review body will consider requests to waive story poles during 
conceptual review. 

Development Review Projects 

• A new nonresidential, mixed-use, or multi-unit residential building, or substantial addition, that exceeds 
17-feet in height from existing grade. 

• A new single-unit residential building, or substantial addition, when ANY of the following apply: 

- Floor to lot area ratio exceeds 0.40 

- Height of the building substantially exceeds that of surrounding buildings 

- Building will block or reduce important public scenic views 

- Building is highly visible to the public* 

- Proposed on, or to project above, a topographic ridgeline 

- Exceeds 85% of the required Maximum Floor Area 

Design Review Projects 

• A single-unit residential project that exceeds 85% of the required Maximum Floor Area 

• At the discretion of the design review body, story poles may be required if the project has the potential to 
substantially exceed the height of surrounding buildings, or block or reduce important public scenic views, 
or if the majority of the design review body is having difficulty finding the project consistent with the 
Project Compatibility criteria or Neighborhood Preservation findings. 

• Multi-unit housing projects using the Average Unit-Size Density Incentive Program require story poles 
when ANY of the following apply (per City Council Resolution 17-006): 

- Projects with 4 stories located outside of El Pueblo Viejo (EPV) Landmark District 

- Projects with 3 stories, or that measure 30-feet or more in height (whichever is lower) when proposed 
in a residential zone (R-M or R-MH Zones) 

- Projects with 3 stories, or that measure 30-feet or more in height (whichever is lower) when proposed 
in a location where 3-story buildings do not currently exist within 300-feet of the project site. 

- Projects of any height proposed within 150 feet of a designated Historic Resource 

- Projects that require Planning Commission Concept Review pursuant to Section 30.150.060, Pre-
Application and Concept Review Required. 

- Projects that are determined to be highly visible to the public* and referred by the design review 
body for Planning Commission comments. 

  

https://library.qcode.us/lib/santa_barbara_ca/pub/municipal_code
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Projects That Do Not Include Buildings 

Tentative Subdivision Maps often do not include future buildings to be constructed on the new parcels. In 
order to provide information necessary to evaluate the project, the following information shall be provided 
on site for the Planning Commission or Staff Hearing Officer site visit: 

• Mark all trees to be removed. 

• Stake all building envelopes or footprints and driveway locations. 

• Stake or otherwise mark all existing and proposed property and parcel corners. 

• In some cases, where impacts on important public scenic views are potentially significant, story poles 
may be required to delineate a reasonable worst-case scenario for environmental review. Planning staff 
will determine if they are required. In some cases, staff may request story poles to show retaining 
walls that are more than 42-inches in height. Story poles should be installed at the ends of the 
retaining walls, as well as at various points in-between sufficient to indicate the length and height of the 
retaining walls. 

 

Criteria for Story Pole Exemptions 

The following projects may be exempted from story pole requirements if planning staff, or the design review 
bodies, make the following determinations during Conceptual Review, or prior to determining application 
completeness. 

• Structures are clearly consistent in terms of size, bulk, and scale with other buildings in the 
surrounding neighborhood. 

• Structures are the same height as, or smaller than, existing buildings in the neighborhood. 

• The proposed structures will not involve blockage or substantial reduction of an important public 
scenic view. 

• The proposed structures will not be on or project above a topographic ridgeline. 

• The existing condition of the site (dense vegetation, existing buildings, etc.) does not allow for 
adequate story pole installation. In this case, one or more of the other types of visual aids will be 
required. 

 

 

 

 

 

*Highly Visible to the Public. A building, structure, or improvement is highly visible to the public if it appears prominently and 
is easily observed by an average person standing or traveling upon a public right-of-way (including streets and sidewalks) or 
prominent and easily visible from a public park, beach, or other area generally open for public use. A building, structure or 
improvement highly visible to the public usually fronts public streets or other public areas. 
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 SUBMITTAL INFORMATION 
Provide any supporting materials described in this Supplemental Application and submit it along with a 
complete Planning (PLN) Application. 

STORY POLE SITE PLAN 
Plans are required for all story pole installations prior to the application being determined complete. 

 Location 
Show location and height of each pole. Show major plate heights and ridgelines to be 
identified in the field. Focus on major ridgelines and wall plate lines along the building 
edges. The goal is to show a simple “box” that outlines the mass of the building. It is not 
necessary or appropriate to include all of the articulations. Do not forget to account for 
proposed changes in grade or finished floor with depictions of proposed finished height 
and elevation notations. Show location of any stakes or chalk/string lines used to outline 
the building footprint. 

 Legend 
Include a legend on the Story Pole Plan that shows the location of each story pole with a 
symbol for each story pole that includes its number, location and height. In addition, all 
stake locations and all chalk/string line locations shall be noted. 

STORY POLE INSTALLATION 
Story poles shall be installed prior to the public hearing for decision-maker determination as follows. 

 Materials 
Story poles should be made of 2x lumber, PVC piping, or other sturdy material and 
should be properly braced for safety purposes. The connections used to show ridgelines 
and plate heights should be made of bright construction tape or netting. Other materials 
may be acceptable, subject to approval by the Planning Division. 

 Placement 
The major building corners, outer plate heights (not the outer edge of the eaves) and 
ridgelines should be shown. In addition, stake and string or chalk the property lines 
where they are not clear and outline the building footprints with stakes and strings or 
chalk lines. Also, mark all trees to be removed. If there is substantial grading that will 
result in tall or long retaining walls, the Planning Division may request that their location 
and height be marked on the property. The number and placement of story poles may be 
reduced in order to reduce costs, subject to consultation with staff or design review 
bodies, to assure that there will be sufficient story poles to illustrate the end product.  

 Timing 
The story pole installation shall be completed a minimum of 7 days prior to the public 
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hearing and shall stay in place until the public hearing, unless story pole placement will 
result in substantial obstructions to the existing use of the property and a shorter 
installation period has been approved in advance by the Planning Division. For major 
projects, longer installation periods may be required. Planning staff will determine 
whether they will be installed prior to the environmental hearing or for the project 
consideration hearing. In certain circumstances, re-installation of the story poles may be 
required for City Council appeals. The applicant may choose to leave the installation in 
place until the appeal period is over. 

 Adequacy 
In the event required story poles are not installed, or are inadequate, the applicant will 
be requested to install or improve the story poles and the project hearing will then be 
continued to a future date to allow the decision-making board or commission to make an 
additional site visit. 

 Photographic Record 
Once the story poles are in place, the applicant shall photograph the story pole 
installation, including any angles from which it is visible to the public. Where the project 
has the potential to affect important public scenic views, additional photos from more 
distant points may be required. Include a plan or map showing the locations from which 
the photos were taken and the direction of the photos (i.e., with an arrow), keyed to the 
photos. The record shall be submitted to the Planning Division at least 1 day prior to 
removal of the story poles or earlier, if possible. It is recommended that at least one of 
the photos include a person next to a story pole to provide scale. In addition, prior to 
issuance of the Final Inspection/Certificate of Occupancy for the project, the applicant 
will be required to submit photographs of the completed building from the same locations 
as the photographs taken of the story pole installation for documentation purposes. 

 Certification Letter 
Story poles shall be installed and certified by a licensed professional (surveyor, 
engineer, architect, landscape architect or contractor). A signed certification letter shall 
be submitted to staff after installation of the story poles, and before their removal. The 
certification letter shall include the project address, Assessor Parcel Number (APN), the 
PLN Record ID number, plus the following statement: 
This is to certify that on ________________________ (date), the story poles located on the 
above-referenced site were installed or inspected by the undersigned, and found to be in 
conformance (+/– six inches) with the design, height and location shown on the plans, elevations 
and the attached story pole plan. For additional information, please contact me at: 
_______________________________________ (Email and Phone No.) 
_______________________________________ Signature 
_______________________________________ Name (printed or typed) 
_______________________________________ Title and Professional License Stamp 
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OTHER VISUAL AIDS 
Other visual aids are required as noted below or may be requested on a case-by-case basis by the 
design review body or planning staff prior to project design approval.  

NEIGHBORHOOD CONTEXT STUDY 
A Neighborhood Context Study is required on all Full Board/Commission projects to assist in the 
presentation of proposed infill development projects. A Neighborhood Context Study is required for 
SFDB projects greater than 85% of the maximum required Floor to Lot Area Ratio (FAR). 

• The Neighborhood Context Study should include at least 10 surrounding parcels (ABR and 
HLC) or 20 surrounding parcels (SFDB projects). Begin by selecting all parcels directly 
abutting the project site, parcels located directly across the street and at least one parcel in 
each direction along the streetscape.  

• Aerial Photographs to show the project’s site and the parcels selected for the Neighborhood 
Context Study. The maps must display the following: property lines, building outlines, and 
locational reference for the photos provided. 

• Supplemental photographs must include the following: all buildings, any established public 
vistas of the ocean and mountains, photos must be keyed to match the locational reference on 
the map described above. 

• Neighborhood context data for the surrounding properties should include heights of buildings, 
number of stories, zoning designation, size of parcels, building lot coverage (square footage of 
building outlines). 

PHOTO SIMULATIONS  
Photo simulations help demonstrate how a proposed building will integrate into its surroundings.  

• At a minimum, the proposed project shall be shown as an overlay over the existing property, 
showing the existing buildings on either side of the proposed project for a minimum of one 
parcel in either direction.  

• The photographs should be taken at eye level (approximately 5 feet above grade). Reduce 
proposed building elevations to match the scale of the photographs and overlay on the site 
photograph. Color the elevation to match the proposed materials. If landscaping is shown,  
it shall be shown at no more than 5 years growth unless it is included as a separate overlay. 
Verify the accurate depiction of plate height, overall roof height and other measurements. 

• Include a map or plan showing the locations from which the photos were taken and the direction 
of the photos (with an arrow), keyed to the photos. 

• The photo simulation may be created by combining a drawing of the proposed building with 
photographs. The drawing may be cut out and pasted into a panoramic photograph or several 
photographs put together into a montage of the subject property and neighboring properties. It  
is vital that the scale of the drawing accurately match the scale of the photographs. Also, the 
viewing perspective of the drawing must accurately match the viewing perspective of the 
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photographs. An effective and accurate way to produce the photo simulation is with a computer 
program such as SketchUp, CAD, REVIT, or similar 3-D program. 

• Streetscape: In some cases, a larger section of streetscape, such as the entire street block, 
may be required to be presented to evaluate a project’s compatibility. In these cases, a 
rendered streetscape elevation may be required. The elevation may need to show all of the 
buildings on the block, including the proposed new building. This elevation should be no less 
than 1/8” scale and should be in color. It is helpful to see the streetscape drawn with and 
without trees. An additional plan sheet might include building elevations that are color-
coordinated to show the setback from the street (0 to 5 feet, 5 to 10 feet, etc.). 

PERSPECTIVE DRAWINGS 
A perspective drawing shows an object as solid volume, rather than as a flat, two-dimensional drawing 
and shows the composition of the project as it would appear from a certain distance and height, or 
“perspective” from the project.  

• Perspective drawings from one or more prominent viewpoints may be required. All roofing 
variations, wall articulation and eave lines (including plate heights) must be shown. Major trees 
should also be shown. These drawings must be drawn from the viewpoint of a person 
(approximately 5 feet above grade). 

• The drawings should show neighboring buildings and important features of adjacent sites in 
sufficient detail to demonstrate the relationship between the proposed development and its 
surroundings. 

• The drawing must represent how the proposed project would appear to a passerby as seen 
from the public street at the primary property frontage. If the project does not have frontage on 
a public right of way or is not clearly viewable from the public right of way, the drawing must 
display an on-site front view of the project the drawing must include at least one human figure 
to give a sense of scale. 

THREE-DIMENSIONAL MASSING MODEL & AERIAL VIEWS 
Computer based 3-D modeling or physical scale models may help visually explain the project.  

• Design details are not required; however, all roofing variations, wall articulation and eave 
lines (including plate heights) should be shown. Major trees should also be included as part of 
the model. Changes in topography in the area covered by the model must be shown accurately. 

• Provide a minimum of four aerial photographs from different angles of the existing project site 
along with the 10 closest properties. Aerial view modeling may be added to the aerial 
photographs to create a photo simulation to visually represent the proposed project’s building 
massing, height, lot coverage, and open space in relation to neighboring buildings and the 
surrounding area.  

A technical guide titled A Comparative Analysis of Three Story Buildings for Downtown Santa Barbara 
with Respect to Size, Bulk and Scale is available on the City’s website to assist in the preparation of 
supplemental studies for the purpose of comparing height, length, elevation, floor-to-floor heights,  
and relative scale of architectural elements. 
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Story poles are frequently used in Woodside to help decision makers, staff, neighbors, and other interested 
parties to visualize the mass of a proposed project and potential visual impacts to adjacent properties and 
streets.  Story poles should reasonably indicate building corners, roof ridges, setbacks, or other physical aspects 
of the projects. 

Story poles should be erected at least ten days prior to the meeting date, and removed no 

later than fourteen days after the appeal period ends, unless requested differently by staff. 

Please follow these steps if your project entails a second story addition, a new structure, a major addition, 
and/or if staff requests that they be erected. 

1. Erect poles equal to eave heights at each corner of the proposed structure.  Such poles should be 
erected at appropriate heights to approximate heights of the finished project. 

2. Erect story poles equal to the heights of the proposed roof ridges.  Poles should be placed at the ends of 
the ridges. 

3. Connect the eave poles and ridge poles with ribbon or boards so that the outline of the proposed 
structure/project is easily discernible on site. (See diagram below.) 

4. All story poles need to be erected so as to withstand weather and remain standing until meeting dates. 

5. If a new driveway entrance is being proposed, please mark the driveway with white stakes to show 
where it will enter the road. 

6. If address numbers are not clearly seen from the roadway, please place a sign at the property entrance 
which identifies the address of the property. 

7. If a swimming pool and/or gate is proposed, the location(s) of the swimming pool and/or gate shall be 
shown using stakes for the gate and string or ribbon for the swimming pool. 

Contact Planning Staff (650 851-6790) at the Planning Department should you have any questions, or would 

like direction as to what poles need to be erected. 
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