
Special Permit & Special Exception 

Review Processes  



Special Permit – Board of Zoning 
Appeals Process 

Residential (R) & PRC Districts 

o One public hearing, meet in Board Room most Wednesday 
mornings starting at 9:00 am; 

 

o Board of Zoning Appeals (BZA) consists of seven members; 

 

o Appointed by the Circuit Court; 

 

o Serve at-large (not based on supervisory districts). 

 

o Webpage – www.fairfaxcounty.gov/dpz/bza 

 



Special Exception – Planning 
Commission/Board of Supervisors Process 

PDH, PDC, PRM & PTC Districts   

o Two public hearings – one hearing before Planning Commission 
(PC); one hearing before Board of Supervisors (BOS); 

 

o PC members are appointed by the BOS;  

 

o 12 Commissioners, one for each Supervisory District, two at-large; 

 

o Meet in the Board Room most Wednesday/Thursday evenings 
starting at 8:15 pm. 

 

o Webpage – www.fairfaxcounty.gov/dpz/bza 

  

 



Special Exception (con’t) 

o 2nd public hearing is held by the Board of Supervisors (BOS); 

 

o Ten BOS members, one for each Supervisory District; 

 

o BOS members are elected by Fairfax County citizens; 

 

o Meet in the Board Room two times per month, public hearings 
held in afternoon generally starting at 3:30 pm. 

 

o Webpage – www.fairfaxcounty.gov/government/board 

 

  

 



Once Application is Forwarded to Special Permit 
or Special Exception Branch . . . 

o A Public Hearing date is scheduled; 

 

o Application is assigned to a Staff Coordinator; 

 

o Application is distributed to other reviewing agencies in the 
County – reviewing agencies generally include: 

 
 Planning Division – review for “land use” impacts such as noise and 

compatibility with and impact on, surrounding  neighborhood; 

 

 Fairfax County (FDOT) and Virginia (VDOT) Departments of Transportation 
– review for traffic impact to surrounding streets and parking; and, 

 

 Health Department – if property is on septic field. 

 

 

 



Once Application is Forwarded (con’t) . . . 

o Staff Coordinator meets with staff members from other reviewing 
agencies  to discuss application (called pre-staffing and staffing 
meetings); 

 

o Staff Coordinator talks/meets with applicant (and/or their agent) 
to discuss questions about and/or changes needed to application 
based on comments from reviewing agencies; 

 

o Applicant has time to make changes/modifications to application. 

 

 



Staff Report  
o Staff Coordinator writes a staff report which includes: 

 Explanation of request; 

 

 Information submitted by applicant including pictures, 
statement of justification, affidavit, etc. (if your neighborhood has a 

Homeowners Association (HOA), you should contact HOA to see if they have any regulations 

that pertain to home business and provide a copy of HOA approval with your application); 

 

 Staff Analysis – were there any issues identified, were they 
addressed by applicant; 

 

 Proposed Development Conditions which outline approved 
hours of operation, number of children, etc.; 

 

 Staff Recommendation to BZA/PC/BOS. 

 

 



Staff Report Cover 

Staff report published 
one week before public 
hearing for special 
permits & two weeks 
before the PC public 
hearing for special 
exceptions.  A copy of 
the staff report is sent to 
the applicant (or agent). 



Sample of Development 
Conditions 



Legally Required Notification to the Public  
Three ways public is notified about public hearing 

 

Written Notice 

 

o Approximately 20 days before the public hearing, 
County Staff will send letters to a minimum of 10 
adjacent neighbors (for special permits) and 25 adjacent 
neighbors (for special exceptions)  to notify them of 
your request. 

 

 

 



Description of Application 



Notification to the Public  

 

Property Posted 

 

o Approximately 15 to 20 days before the public hearing, 
County Staff posts a sign on your property. 

 

 





Notification to the Public  

 

Newspaper 

 

o County Staff will run an ad in a local newspaper twice 
before the public hearing. 

 

 



Public Hearing  

o Public hearing(s) take place in Board Room (the room you are 
currently in);  

  

o Speakers are sworn in (by BZA); 

 

o Staff Coordinator explains application to the Board(s);  

  

o Applicant speaks to the Board(s) about their application; 

 

o Neighbors in support or opposition may speak; 

 

o Applicant may speak again if any neighbor opposes application. 

 

 

 

 

 



Public Hearing - Decision  

o PC makes a recommendation of approval or denial of 
the application to BOS; 

 

o BZA/BOS votes to approve, deny, or approve-in-part 
your application; or, 

 

o BZA/BOS may defer the decision if they feel they need 
additional information before making a final decision. 

 

 

 



After Public Hearing  

o Applicant will receive a letter from the Clerk to the BZA 
or BOS explaining the Board’s decision; 

 

o If any changes/additions to property are required by the 
BZA/BOS (such as fencing the play area, planting trees 
to screen the neighbors, etc.) the applicant must 
complete these requirements; 

 

o SP/SE use for the home child care is then considered 
established. 
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