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Chatham County Planning Board
Rules of Procedure

Preface

The following Rules of Procedure are adopted by the Chatham County Planning Board to
facilitate the exercise of its duties and powers as set forth in the North Carolina General Statutes
and the Ordinance to Establish a Planning Board as amended by the Board of Commissioners
February 5, 2007.

II.

General Powers and Duties

The Planning Board, in cooperation with Chatham County citizens and local, regional, state and
federal agencies shall:

A.

B.
C.

I11.

Iv.

Adhere to Section 3. General Power and Duties of An Ordinance to Establish a Planning
Board for Chatham County, North Carolina.

Be informed of the principles and practices of planning.

Cooperate with the municipalities in any development concern that affects both the
county and the municipalities.

Cooperate with surrounding counties and towns in any development concern that affects
any of the jurisdictions.

Inform the public of decisions and actions of the Planning Board and the Planning
Department through the Chair and Vice-Chair of the Planning Board.

Membership
The Planning Board membership shall be appointed by the Board of Commissioners as

set forth in An Ordinance to Establish a Planning Board for Chatham County.
The term of membership shall be four years.

. Candidates for appointment to the Planning Board shall submit a resume to the Planning

Department prior to appointment.

The Planning Board may recommend to the Board of Commissioners creating advisory
groups and/or special committees to promote public participation in, and efficiency of,
the planning process.

The Board of Commissioners may, from time to time, appoint ex-officio members to
serve such terms as are fixed by the appointing resolution. Ex-officio members shall not
vote on any matter before the Planning Board.

Officers

A Chair and Vice-Chair shall be elected at the regular meeting of the Planning Board
each year in February. The term of the Chair and Vice-Chair shall be for one (1) year,
from February through January, with eligibility for re-election of one term. A
Parliamentarian may be appointed by the Chair.

If the term of the Chair expires in December, the Vice-Chair shall preside until the
election of officers in February. If the terms of both the Chair and Vice-Chair expire in
December, the Planning Director shall preside until the election of officers in February.

. If the Chair is not able to serve an entire term of office, the Vice-Chair shall assume the

responsibility of Chair until the term of office ends. The Planning Board, at its next
regular meeting after the Vice-Chair becomes Chair, shall then elect a new Vice-Chair to
serve the unexpired term of the Vice-Chair.
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In the event that the Vice-Chair is not able to serve a full term of office, the Planning
Board, at its next regular meeting after the Vice-Chair is out of office, shall elect a new
Vice-Chair to fill the unexpired term of the previous Vice-Chair.

The Chair shall preside at meetings of the Planning Board and may appoint committees.
The Vice-Chair shall assume the duties of Chair in case of absence by the Chair at a
Planning Board meeting or in the event the Chair has recused him/herself from the
discussion and vote.

The Planning Board, by a two-thirds (2/3) majority vote of the full membership, may
create other offices when deemed necessary.

Meetings

The Planning Board shall hold at least one meeting monthly and may hold additional
meetings, subcommittee meetings, and work sessions as necessary to achieve the goals
and objectives of the Planning Board. All meetings shall be in compliance with the North
Carolina Open Meeting Law, Article 33C of Chapter 143 of the North Carolina General
Statutes.

There shall be a quorum present at the meeting for actions taken to have legal standing.
A quorum shall constitute a majority of the current members.

The date, time and location of the regular meeting may be changed as deemed necessary
by the board.

Robert’s Rules of Order shall govern the meetings of the Planning Board.

If a member feels that insufficient information has been presented for him/her to form an
opinion on the matter in question, then the member may request, if the calendar for
disposal of the matter allows and with the Board’s consent, that consideration of the
matter be postponed until the following regular meeting. The member would then
explain what it is he/she needs from the applicant in order to make a recommendation.

A motion will be considered carried if a majority of the members, present and voting,
have voted in favor of the motion.

In any case in which a motion results in a tie vote, the Chair shall encourage an alternate
motion for consideration. If the alternate motion results in a tie vote, neither motion shall
be considered to have carried, and shall be noted as such to the Board of Commissioners.

There shall be a written meeting agenda of each regular meeting of the Planning Board.
The Chair of the Planning Board and the Planning Director shall decide upon the meeting
agenda of the Planning Board, with final approval by the Chair. The agenda, as
presented at the meeting, may only be changed by a two-thirds (2/3) vote of the Board
members present.

County staff shall prepare written notes on each agenda item, so that Planning Board
members are aware of the business of the Board and may study such information prior to
the Planning Board meeting.

Notes will be prepared for all items for which a vote is required. If a Planning Board
member wishes to have an item considered for a vote, a written summary shall be
distributed to Board members along with the other materials prepared for the meeting. If
an item is brought up at the Board meeting and a vote is required, that vote will be held
at the next regular meeting of the Planning Board.

Notice of the meeting shall be given as required by the North Carolina open meeting law.
All meetings of the Planning Board are open to the public subject to the North Carolina
open meetings law. The public is encouraged to attend and participate in meetings of the
Planning Board.
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Cancellation of regular meetings is subject to the North Carolina open meetings law.

The secretary of the Planning Department shall keep minutes of the regular meetings of
the Planning Board. Minutes shall be given to all board members prior to a meeting.
Minutes must be approved by a majority of board members.

N. Faithful attendance at Planning Board meetings shall be a prerequisite for continued
membership on the Board. A member may miss up to three (3) regular meetings in a
calendar year. If a member misses more than three regular meetings (3) in a calendar
year, the Chair and the Vice Chair shall meet with the member to determine whether to
recommend to the Board of Commissioners the removal of the member from the Board.
The chair, to facilitate a meeting, may place time limits on public comments and input.
The consent agenda shall consist of items routine in nature. Before the consent agenda is
approved, the Chair shall ask the audience if any person of standing wishes to speak on
an item on the consent agenda. If so, the Chair may request that the item be removed
from the consent agenda and placed on the regular agenda.

Q. Any Board member may request an item be removed from the consent agenda. This
request does not require a vote of the Board, but, upon such request, the item shall be
placed on the regular agenda in an order determined by the Chair.

Z

aJe

VL Special Meetings

The Chair may call special meetings of the Planning Board, subject to the North Carolina Open
Meetings Law.

VII. Conflict of Interest

At the beginning of consideration of a matter before the Planning Board, any member who has a
potential conflict of interest whether direct or indirect (see A Code of Ethics for the Chatham
County Planning Board), shall notify the Chair of this conflict. The Chair shall excuse the
member from further participation in the matter, including voting.

VIII. Committees

The Board may establish standing as well as ad hoc committees to study matters of concern to
the Board. The standing and ad hoc committees shall study and make recommendations on
matters before them to the Planning Board.

IX. Budget

The budget of the Planning Department shall be submitted to the Planning Board for review and
recommendation before submission to the County Manager.

X. Minority Reports

Any member(s), voting in the minority, or abstaining from voting, on an item before the Board,
can submit a report to state the position of the minority view. Any member voting in the
minority or abstaining from the vote can join the report, but only one minority report is to be
prepared. The report shall be prepared and submitted to the Planning Director in an electronic
format no later than 8:00 am on Monday following the Planning Board meeting.
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The Planning Director shall distribute the report to all members of the Planning Board.
XI. Amendments
Any amendment to these rules of procedure shall be adopted by a two-thirds (2/3) majority vote
of the full membership of the Board and voted on at a regular meeting of the Planning Board.
Adopted by Planning Board March 9, 1982
PROPOSED AMENDMENT TO THE RULES OF PROCEDURE
Section V. B.
Now reads:

The meetings of the Planning Board shall be governed by Roberts Rules of Order. A
parliamentarian shall be appointed.

I propose to amend this section by inserting the following words after Roberts Rules of Order.

...., except that a majority vote of members present shall be required for the board to take
any action. In any case in which, due to abstentions by some board members, neither the
affirmative nor the negative receives a majority of votes of the members present, the
chairman shall call for a period of reconsideration after which another vote shall be taken in
an attempt to reach such a majority.

Explanation: Our current rules make no mention of what kind of majority is needed to pass a
motion. We have been proceeding under the requirement that only a majority of those voting is
necessary to pass a motion. This leads to the situation that a very small number of votes will
pass a motion when a number of members abstain. In my view it would be better for the board
to take a minute to reconsider and see if a more solid majority cannot be reached. Thus this
proposal calls for action only when a majority of those present votes for a motion.

Adopted by the Planning Board on August 10, 2004
AMENDMENT TO THE RULES OF PROCEDURE

Section IV. Officers
A.

Original language: “A chairman and vice-chairman shall be elected at a regular meeting of
the Planning Board during the month of July each year. The term of the
chairman and vice-chairman shall be for one (1) year, with eligibility for
reelection for one term”.

Amend language: Change July to read September as follows: “A chairman and vice-
chairman shall be elected at a regular meeting of the Planning Board
during the month of September each year. The term of the chairman and
vice-chairman shall be for one (1) year, with eligibility for reelection for
one term”.
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Adopted by the Planning Board on December 4, 2007

EIL.  Preface
The_following Rules of Procedure are adopted by the Chatham County Planning

Board hereby-adeptsthe-folowing Rules-ef Procedure-to facilitate the efficieney-exercise of
its duties and the-exereising-ofits-powers as set forth in the North Carolina General Statutes

ef—th%S%&t%ef—Ne&h—G&rehna—and anthe Ordlnance to Estabhsh a Planmng Board—fef

Gemmirss&eﬂeﬁs—eﬂ—Mayé—l—QJ—? as amended bV the Board of Comm1ss1oners Februarv 5
2007.

II. General Powers and Duties

—Jshall-bethe—duty—of tThe Planning Board, in cooperation with —werking—with
Chatham County citizens_and; local, regional, state as-wel-asand federal agencies_shalls:

A. Adhere to Section 3. General Power and Duties of An Ordinance to Establish a

Planning Board for Chatham County, North Carolina.

Be informed of the principles and practices of planning.

Cooperate with the municipalities in any development concern that affects both

the county and the municipalities.

Cooperate with surrounding counties and towns in any development concern that

affects any of the jurisdictions.

A<E. Inform the public of decisions and actions of the Planning Board and the
Planning Department through the Chair and Vice-Chair of the Planning Board.
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III. Membership
. The Planning Board membership shall be appointed by the Board of Commissioners as set

forth in An Ordinance to Establish a Planning Board for Chatham County.
. The term of membership shall be four years.

. Candidates for appointment to the Planning Board shall submit a resume to the Planning

Department prior to appointment.
. The Planning Board may recommend to the Board of Commissioners creating advisory

groups and/or special committees to promote public participation in, and efficiency of, the
planning process.
. The Board of Commissioners may, from time to time, appoint ex-officio members to serve

such terms as are fixed by the appointing resolution. Ex-officio members shall not vote on
any matter before the Planning Board.
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IV. Officers
A. A Chair and Vice-Chair shall be elected at the regular meeting of the Planning Board

each year in February. The term of the Chair and Vice-Chair shall be for one (1) year,
from February through January, with eligibility for re-election of one term. A
Parliamentarian may be appointed by the Chair.

. If the term of the Chair expires in December, the Vice-Chair shall preside until the

election of officers in February. If the terms of both the Chair and Vice-Chair expire in
December, the Planning Director shall preside until the election of officers in February.
. If the Chair is not able to serve an entire term of office, the Vice-Chair shall assume the

responsibility of Chair until the term of office ends. The Planning Board, at its next
regular meeting after the Vice-Chair becomes Chair, shall then elect a new Vice-Chair to
serve the unexpired term of the Vice-Chair.

. In the event that the Vice-Chair is not able to serve a full term of office, the Planning

Board, at its next regular meeting after the Vice-Chair is out of office, shall elect a new
Vice-Chair to fill the unexpired term of the previous Vice-Chair.

. The Chair shall preside at meetings of the Planning Board and may appoint committees.

The Vice-Chair shall assume the duties of Chair in case of absence by the Chair at a

Planning Board meeting or in the event the Chair has recused him/herself from the
discussion and vote.
. The Planning Board, by a two-thirds (2/3) majority vote of the full membership, may

create other offices when deemed necessary.
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V1. V-—Meetings

A. The Planning Board shall hold at least one meeting monthly and may hold additional
meetings, subcommittee meetings, and work sessions as necessary to achieve the goals
and objectives of the Planning Board. All meetings shall be in compliance with the North
Carolina Open Meeting Law, Article 33C of Chapter 143 of the North Carolina General
Statutes.

B. There shall be a quorum present at the meeting for actions taken to have legal standing.
A quorum shall constitute a majority of the current members.

C. The date, time and location of the regular meeting may be changed as deemed necessary
by the board.

D. Robert’s Rules of Order shall govern the meetings of the Planning Board.

E. In any case in which a motion results in a tie vote, the Chair shall encourage an alternate
motion for consideration. If the alternate motion results in a tie vote, neither motion shall
be considered to have carried, and shall be noted as such to the Board of Commissioners.

F. There shall be a written meeting agenda of each regular meeting of the Planning Board.
The Chair of the Planning Board and the Planning Director shall decide upon the meeting
agenda of the Planning Board, with final approval by the Chair. The agenda, as
presented at the meeting, may only be changed by a two-thirds (2/3) vote of the Board
members present.

G. County staff shall prepare_written notes on each agenda item, so that Planning Board
members are aware of the business of the Board and may study such information prior to
the Planning Board meeting.

H. Notes will be prepared for all items for which a vote is required. If a Planning Board
member wishes to have an item considered for a vote, a written summary shall be
distributed to Board members along with the other materials prepared for the meeting. If
an item is brought up at the Board meeting and a vote is required, that vote will be held
at the next regular meeting of the Planning Board.

I._ Notice of the meeting shall be given as required by the North Carolina open meeting law.
All meetings of the Planning Board are open to the public subject to the North Carolina
open meetings law. The public is encouraged to attend and participate in meetings of the
Planning Board.
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Cancellation of regular meetings is subject to the North Carolina open meetings law.

The secretary of the Planning Department shall keep minutes of the regular meetings of

the Planning Board. Minutes shall be given to all board members prior to a meeting.
Minutes must be approved by a majority of board members.
Faithful attendance at Planning Board meetings shall be a prerequisite for continued

membership on the Board. A member may miss up to three (3) regular meetings in a
calendar year. If a member misses more than three regular meetings (3) in a calendar
year, the Chair and the Vice Chair shall meet with the member to determine whether to
recommend to the Board of Commissioners the removal of the member from the Board.
The chair, to facilitate a meeting, may place time limits on public comments and input.

ZI=

The consent agenda shall consist of items routine in nature. Before the consent agenda is

approved, the Chair shall ask the audience if any_person of standing wishes_to speak on
an item on the consent agenda. If so, the Chair may request that the item be removed
from the consent agenda and placed on the regular agenda.

Any Board member may request an item be removed from the consent agenda. This

request does not require a vote of the Board, but, upon such request, the item shall be
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VI. Special Meetings
The ehairman—Chair may be—able—to—call special meetings of the Planning Board,
subject to the North Carolina Open Meetings Law.

VII. Conflict of Interest

matter- At the beginning of consideration of a matter before the Planning Board, any member
who has a potential conflict of interest whether direct or indirect (see A Code of Ethics for
the Chatham County Planning Board), shall notify the Chair of this conflict. The Chair shall
excuse the member from further participation in the matter, including voting.

VIII. Committees

The Board may establish standing as well as ad hoc committees to study matters of concern
to the Board. The standing and ad hoc committees shall study and make recommendations on
matters before them to the Planning Board.

IX. Budget
The budget of the Planning Department shall be submitted to the Planning Board and
hei S beforesubmitting othe ted e ptyfor review and

recommendation before
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submission to the County Manager.

X. Minority Reports

Any member(s), voting in the minority, or abstaining from voting, on an item before the Board,
can submit a report to state the position of the minority view. Any member voting in the
minority or abstaining from the vote can join the report, but only one minority report is to be
prepared. The report shall be prepared and submitted to the Planning Director in an electronic
format no later than 8:00 am on Monday following the Planning Board meeting.

The Planning Director shall distribute the report to all members of the Planning Board

Xx=XI. Amendments
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these rules of procedure shall be adopted by a two-thirds (2/3) majority vote of the full

membership of the Board and voted on at a regular meeting of the Planning Board.

Adopted by the Planning Board on August 5, 2008

Meetings

| <

All members are expected to vote on all motions brought before the Board unless the

member has been excused from voting by the Chair due to a conflict of interest. If
insufficient information is presented for a member to form an opinion on the matter,
then, if the calendar of the matter allows (as set in our ordinances and regulations), the
member should request that the decision on the matter be postponed until the following
regular meeting. The member would then explain what it is he/she needs from the
applicant in order to make a recommendation.

A motion will be considered carried if a majority of members present and voting voted

in favor of the motion. After the Chair announces the result of the final vote on a
motion before the board, any member who did not vote either for or against the
motion, will explain to the board and for the record, why they did not vote.

Adopted by the Planning Board on October 4, 2011

Meetings

| <

If a member feels that insufficient information has been presented for him/her to form

an opinion on the matter in question, then the member may request, if the calendar for
disposal of the matter allows and with the Board’s consent, that consideration of the
matter be postponed until the following regular meeting. The member would then
explain what it is he/she needs from the applicant in order to make a
recommendation.

A motion will be considered carried if a majority of the members, present and voting,

have voted in favor of the motion.
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