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The Role of the 
Planning 

Commission

Role of the Planning 
Commission

• Zoning Codes of the City of Florence (T10)
• Quasi – Judicial (Land Use Approvals)

– Conduct hearings and take action on specific land 
use applications

• Legislative (Code / Comprehensive Plan 
Amendments)
– Propose policy & legislation to the City Council on 

zoning codes or comprehensive plan

– Conduct hearings and make recommendations to 
Council on those actions

Authority

• There is only power in numbers
– A quorum (3) members must be present for the 

Commission to hold a meeting, and

– A majority vote is required for all decisions

• Planning Commission only has authority to 
deliberate / make decisions on topics allocated 
to it by the City Council, which include…
– Items within the Council’s established City work 

plan

– Quasi-Judicial land use applications
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Types of Actions

• Legislative
– Making policy decisions that apply to many

– Code text / plan text

– Discretionary within 

• Quasi-Judicial
– Specific land use proposal to one or few 

properties

– Must apply criteria in code – limited discretion

Types of Actions

• Actions before the Planning Commission 
(legislative & quasi-judicial) require…
– Notice to public

– Public Hearing

– Script for Chairperson

– Written decision and findings

– 120-day deadline (quasi-judicial)
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Membership

• Consists of 5 members 
– Of which, 1 may reside within UGB, rest in 

City

– No more than 2 members may engage in 
buying/selling /developing of real estate

– No more than 2 members involved in same 
occupation

Meetings Held

• Traditionally held the 2nd and 4th Tuesday’s 
at 7:00 p.m.

• Potential to move meeting start date to 
6:00 p.m.

• During busy times, or periods of legislative 
work sessions, Commission may hold 
more meetings as needed

Role of Chairperson & 
Vice-Chairperson

• First meeting in February

• Chair presides over meeting
– Responsible for making sure meeting 

proceeds in a fashion conducive to rational 
decision making

– Sets tone for meeting, keeps discussions on 
track, encourages fairness, moderates and 
contributes to discussions

Role of Chair continued…

• Chair will…
– Open the meeting

– Moderate discussion

– Ask speakers to identify themselves & sign in

– Lead deliberations…
• Summarize the issues, Ask for input from the 

commission as a whole, Make sure motions are 
understandable before full vote is taken, encourage the 
meeting to move in a timely manner

– Official Signature on Planning Commission 
Decisions

Public Meetings Law

• Regulated by State of Oregon –
Department of Justice
– From ORS 192

– Attorney General’s Public Meetings and Open 
Records Manual

Public Meetings

• Which bodies are subject to the law?
– The City governing body and any committee 

or sub-group tasked with making decisions or 
deliberating toward a decision on any matter

– I.e. the Planning Commission
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Public Meetings

• What public meetings are subject to the 
law?
– Standard meetings where a quorum is 

present

– Electronic meetings
• Emails, IMs, texts, social media

– Serial Discussions

Public Records

• What is a public record?
– Any document that contains public business 

information that is prepared, owned, used or 
retained by a public body regardless of 
physical form or characteristics

– We accept items for the record that are…
• Emails, formal letters, photos, handwritten napkin 

drawings 

– All items before the Planning Commission are 
public records

Public Records

• Must be available to the public

• For quasi-judicial, only items submitted in 
timeframe are allowed into the record and 
thus Planning Commission’s decision

• Planner is the keeper of the record

City’s Fraud Policy

Includes Employees, Elected Officials, Members of Boards & 
Commissions, and Volunteers
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Disclosure Methods
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City’s Fraud Policy
(Resolution No. 32, 2012 – 12.17.12)

• What the policy does…

– Observes procedures for reporting and 
investigating fraud, theft, waste, abuse, and 
ethical misconduct.

• Who is it applied to?

– Employees, Elected Officials, and Volunteers

• Copies are available at each of the tables, 
and will be provided at your next Meeting

Fraud Policy ‐ Overview

• Fraud, Abuse of Position, and Ethical 
Misconduct are defined in the policy, the 
following examples being included in one 
of the definitions

– Unauthorized use or willful destruction of City 
Equipment / Supplies

– Accepting or seeking anything of material 
value from contractors or vendors

– Many More…..

Fraud Policy – Overview Cont.

• If you suspect someone is performing a 
fraudulent act, either notify the staff person 
in charge of your committee, or the City 
Manager. 


