[image: ]Oakley City Planning Commission
Bylaws and Rules of Procedure
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ARTICLE 1: GENERAL PROVISIONS

PURPOSE: 	These policies and procedures are designed and adopted for the purpose of providing guidance and direction to members of Oakley City Planning Commission in performing their duties:

NAME:	The Planning Commission shall be known as the Oakley City Planning Commission, hereinafter referred to as the “Commission.”

PLANNING COMMISSION POWERS AND DUTIES:  The Commission shall be governed by State and Municipal Statutes found in the Utah State Code and the Oakley City Municipal Code.


ARTICLE 2: MEMBERSHIP, APPOINTMENT, OFFICERS, AND DUTIES:

APPOINTMENT AND TERMS OF MEMBERS:
A. The Planning Commission shall consist of 5-7 regular members. Members are appointed by the Mayor with the advice and consent of the City Council.

B. Planning Commission members shall be residents of and maintain their primary residence in Oakley City. 

C. Commission members may serve a maximum of two, 4-year consecutive terms, in addition to a partial term as required to fill vacant positions.  Terms shall be staggered to allow for continuity on the Commission.

a. Seat 1
b. Seat 3
c. Seat 5
d. Seat 7
e. Seat 2
f. Seat 4
g. Seat 6

D. Attendance: Members are expected to be in attendance of 75% of the regularly scheduled Commission meetings. Certain extenuating circumstances may exempt a member from this requirement i.e. health, deployment considerations. These circumstances will be examined on a case by case basis. Failure to meet this attendance requirement may result in dismissal from a member’s position on the Commission.  Off-site attendance may be accommodated via electronic means if notice is provided to the Oakley City offices and the Chair no later than 48 hours before the regularly scheduled Commission meeting. 

E. Members serve at “the pleasure” of the Mayor and City Council. 

F. Members of the Commission shall serve without compensation except for reimbursement for duly approved and authorized expenses and/or per diem for each meeting attended.

OFFICERS AND DUTIES:
A. Chairperson:	The Commission shall elect a Chair and a Vice-Chair from among its members at the first regular meeting in January (or first scheduled meeting for the calendar year). The Chair and Vice Chair shall serve for a term of one year but may be re-elected annually.  However, back-to-back terms are not to exceed three years. 
a. The Chair shall conduct and preside at all meetings of the Commission and shall provide general Commission guidance, order and direction.  The Chair will also be the liaison between the Commission and the Mayor and City Council. 
b. It is the duty of the Chair to enforce observance of the rules of procedure, to decide all questions of order, and put forward all motions properly made.
c. The Chair will only vote on items in the event of a tie vote by the other commissioners or when the Chair vote is needed to complete a quorum.
d. The Chair or Vice Chair shall sign all final plats, transmittals, or other documents as need, as the authorized representative of the Commission. 
e. The Chair with input from the City Planner will set the agenda for all Commission meetings.  The Chair also has the power to create special subcommittees and call for special meetings of the Commission as deemed necessary.

B. Vice Chair:  In the absence of the Chair the Vice Chair shall preside/conduct the meeting and assume the regularly assigned duties of the Chair.  In a case where the Chair becomes unable to continue is their role as the Chair, the Vice Chair shall succeed to the office of the Chair for the remainder of the current term.  
a. In the case that the Vice Chair vacates their position either due to assuming the role of Chair or stepping down from the Commission, a special election shall be held at the next regularly scheduled meeting of the Commission. 
C. In the event that both Chair and Vice Chair are not present at the Commission meeting, members of the Commission, by vote at the beginning of the meeting, shall select a Pro-Temp Chair for said meeting.
D. Member duties:  Planning Commission Members shall:
a. Prepare and recommend a general plan and amendments to the general plan to the legislative body.
b. Recommend zoning ordinances and maps, and amendments to zoning ordinances and maps, to the legislative body.
c. Administer provisions of the zoning and development ordinances, where specifically provided for in those ordinances.
d. Recommend action or take action on development applications.
e. Advise the legislative body on matters as the legislative body directs.
f. Hear or decide any matters that the legislative body designates, including the approval or denial of conditional use permits, subdivision plat approvals that do not include a master planned development, and amendments to subdivision  plats that do not include a master planned development or development agreement.
g. Exercise any other powers that are necessary to enable it to perform its function, or are delegated to it by the legislative body.
 
E. City Planner: The City Planner shall advise the Planning Commission regarding planning, regulations of development, and all applications before the Commission.  
a. The Planner, in consultation with the Chair, shall prepare all agendas for Commission meetings.
b. The Planner shall prepare all documents for presentation to the Commission, with background, context, and recommendations and make them available to Commission members with adequate time for review before the regularly scheduled meeting.
c. The Planner will assist the Chair and Vice Chair in the exercise of their duties. 
d. The City Planner will facilitate communication with other city professionals such as the City Engineer, Attorney, Public Works, Fire Marshal, and Building Officials

F. Other City Staff:   Other City Staff will assist the City Planner in ensuring proper notice, recording of minutes, and in the preparation of documents for the Commission as well as assisting in any other necessary functions for the Commission. 

ARTICLE 3: CONFLICT OF INTEREST

A. No member of the Commission shall actively participate in any aspect of the decision-making process nor discuss any case in which they have, or anyone closely associated with them, may have a perceived or real financial interest or personal interest in any action brought before the Commission.  

B. A Commission member must declare, in writing to City Staff, a potential/real conflict of interest regarding any specific agenda item before the item is brought forward at a regularly scheduled Commission meeting.  

C. After a conflict of interest is determined, a Commission member may not participate in the discussion and/or vote on any matter where it is perceived or real that a conflict exists.  

D. Commission members must comply with the provisions of the Utah State Code, Municipal Officer’s and Employee’s Ethics Act Title 10.3.1301 et.seq.

ARTICLE 4: RULES OF ORDER AND PROCEDURE

A. Rules of order not specified by statute, ordinance or resolution, shall be governed by Robert’s Rules of Order.  All meetings shall adhere to the Utah Open Meetings Act, and the Government Records Access Management Act.

B. The Chair, with the assistance of the City Planner, will assist with points of order, correct rules, and application.

C. A grouping of four members of the Commission is considered a quorum. A quorum is required to conduct the business of the Commission.

D. The order of the business at the regular meetings shall follow the noticed agenda.  The Chair, with the consent of the Commission by majority vote, or upon consideration of Staff or the applicant(s), may consider matters out of the agenda order.

E. Any member of the Commission has the right to express dissent from, or protest against, any recommendation or decision of the Commission and have the reason entered into the official minutes.

F. All comments, arguments and pleadings brought forward by members of the public shall be from the application table or podium and addressed to the Chair.  The Chair may determine a specific time limit for speakers at the beginning of any public meeting. 

a. Members of the public who are not able to personally attend a meeting may provide written comment to the City Planner no later than 4:00 p.m. on the day of meeting.  Comments should be labeled as “written comment” for a particular meeting.  Appropriately labeled and timely received comments will be distributed to all Planning Commission members and included with the written minutes of the meeting. 
b.  In no event is there a guarantee that written comments will be read verbatim or otherwise referred to during the Planning Commission meeting.  
c. Members of the public who have joined electronically will no be allowed to comment during public comment portions of meetings.
d. All comments, whether written, oral or recorded, must be civil and conform to the same rules as all other public comments. 

G. During all meetings and hearings, persons providing testimony or comment shall proceed without interruption or discussion from the Commission.  There shall be no debate or argument between individual citizens.  The Chair shall maintain order and decorum.  The public must act in an orderly and appropriate manner.  The Chair may have individuals removed from the meeting for inappropriate conduct.  
a. Each speaker, before addressing Commission, shall give their name and address of residence.
b. The Chair may cease any  presentation or information that has already been presented and acknowledged that it has been noted in the public record.

H. After review and discussion of an actionable item from the agenda, any member of the Commission (with the exception of the Chair), may make a motion and/or second a motion.  

I. Motions should state the action or recommendation based upon the findings of fact followed by any conditions to be included.  The motion may refer to the staff report for the details of the findings. 

J. All motions must receive a second to move forward.  The only exception is the motion to adjourn a meeting.

K. Motions may be amended but require a motion to amend the current active motion and then must also receive a second before moving forward to a vote.  The amendment must be accepted by the author of the original motion.

L. Motions may be withdrawn by the author of the motion before the motion is put to a vote. 

M. Notice of any action or decision by the Planning Commission shall be given by the City Planner to the applicant, or applicant’s appointed representative.

N. In the event of a tie vote, the motion fails.

O. No member of the Commission shall be permitted to vote on any question unless the member is present when the vote is taken and when the result is announced.  Any member participating via electronic means may make, second, and vote on all motions and participate in the discussion as though present.  No member shall give proxy to any person.

P. All documents and materials submitted to the Commission for consideration of an application become property of Oakley City and part of the public record.  

Q. The specific conduct of Hearings and Public Comment meetings is contained in Oakley City code.

R. Minutes/Records

a. Written minutes shall be kept of all Planning Commission meetings.  The approved minutes are public record and shall be available within a reasonable amount of time after approval.  A draft of the previous meeting minutes will be provided to Commission Members for the meeting at which approval is to be considered.  Minutes shall include:
i. The date, time, and place of the meeting.
ii. The names of the members present and absent
iii. The names of visitors and staff present
iv. The substance of all matter proposed, discussed, or decided, and a record of the votes taken.


ARTICLE 5: AMENDMENTS TO THE BYLAWS

These bylaws may be periodically amended by a majority vote of the Commission except where such amendment would be contrary to the requirements of State Law or City Ordinance. An amendment may be proposed at any meeting of the Commission.  An amendment must be agreed upon by a majority vote.  A copy of the amended bylaws will be made available to Commission members before forwarding the amendment on to City Council for final approval.  An annual review of these bylaws shall take place in the first quarter of each calendar year.  
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