ATTACHMENT NO. 1

PLANNING COMMISSION
STANDING MEETING RULES OF-OPERATION

TIME AND LOCATION OF MEETINGS

There shall be two regular meetings of the Planning Commission during each
calendar month and such meetings shall be held on the second and fourth
Tuesdays thereof at the hour of 7:00 p.m., provided, however, that if the date of
any such regular meeting falls on a holiday, said regular meeting shall be held on
the next succeeding Wednesday. No public hearing shall be commenced by the
Planning Commission after the hour of 11:00 p.m., except by vote of the
Commission.

The regular meeting place of the Planning Commission shall be in the City
Council Chambers in the City Hall located at 1444 West Garvey Avenue South.

Special meetings may be called by the Chairpersonman provided reasonable
notice is given in compliance with the Brown Act. The Secretary shall provide
such notice.

OFFICERS, ELECTION AND DUTIES

A. Officers

Officers of the Planning Commission shall include the Chairperson, Vice
Chairperson, and Secretary.

B. Election

At the first regular meeting of the Planning Commission held in the month of
May, the Commission shall elect the Commission’s Chairperson and the Vice
Chairperson. Such election shall be for a term of one year. The Planning
DBireetor Community Development Director, Deputy Community Development
Director, or designee shall serve as Secretary to the Commission.

The election of officers shall be

based on a rotation system. Beginningin2003;

order of succession for Chairperson and Vice Chairperson shall be determined on

the length of time since having last served as Chairperson. The Commissioner
who is listed first in the order of succession shall be elected as Chairperson, and
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the Commissioner who is listed second in the order of succession shall be elected
as Vice-Chairperson.

In ensuing years, the outgoing Chairperson’s name shall rotate to the bottom of
the succession list, with all other names moving up one position. Newly
appointed Commissioners shall assume a position at the bottom of the succession
list regardless of the position held by the Commissioner whom they replaced.

When new Commissioners are appointed as result of new Councilmembers taking
office following a municipal election, new Commissioners appointed by or before
the date of the Commission’s annual reorganization meeting shall assume a
position on the succession list above that year’s outgoing Chairperson. When
more than one new Commissioner 1is appointed by newly-elected
Councilmembers by or before the Commission’s annual reorganization meeting,
the placement in the order of succession shall be based on the number of votes
received by the Councilmember making the appointment, with the Commissioner
appointed by the Councilmember with the highest number of votes in the election
receiving the highest placement in the order of succession and so on.

Any appointments of new Commissioners made by newly-elected
Councilmembers following the date of the Commission’s annual reorganization
meeting shall assume a position below the previous year’s outgoing Chairperson.
When more than one appointment is made by newly-elected Councilmembers in
this case, the placement in the order of succession shall be based on the date of
the appointment regardless of the number of votes received by the newly-elected
Councilmembers making the appointments.

The Planning Commission, by a minimum of four (4) votes, may modify the
succession list, or remove and replace the Chairperson and/or Vice-Chairperson at
any time.

Should a vacancy occur in any of the elected positions at any time different that
the scheduled time for formal elections, the Planning Commission should
immediately proceed to conduct such elections to fill such vacancies.

C. Duties

The Chairperson shall preserve strict order and gevern enforce decorum at all
meetings of the Planning Commission. The Chairperson shall state every
question coming before the Commission, announce the decision of the
Commission on all matters and decide all questions of order, subject to appeal of
the Commission in which event a majority vote of the Commission present shall
govern and conclusively determine such question of order. Once a motion is
called for a vote, discussion is terminated. Voting on all resolutions shall be by
roll call vote and the Chairperson shall be entitled to vote on all questions.
His/her/their name being called last. The Chairperson shall be permitted to either
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make or second motions of the Commission. The Chairperson shall preside at all
regular meetings of the Commission and at other special meetings of the
Commission when required.

The Vice Chairperson shall serve as Chairperson in the absence of the
Chairperson or at the request of the Chairperson. In the event of permanent
absence of the Chairperson, the Vice Chairperson shall perform the duties of the
Chairperson until such time that the Planning Commission shall elect a new
Chairperson.

The Secretary shall assist the Chairperson in the preparation and distribution of an
agenda for Planning Commission meetings, shall prepare and send out notices for
regular and special meetings, shall provide for the preparation and distribution of
Planning Commission agenda materials, and shall transmit reports, plans, and
recommendations to the City Council.

AGENDA

All reports, communications, resolutions, documents, or other matters to be
submitted to the Commission shall be delivered to the Secretary in advance of
each Commission meeting prior to the final preparation of the Commission
agenda for the subsequent meeting. The Secretary shall arrange a list of the
matters to be brought before the Commission according to the order of business
and furnish each member of the Commission with a copy of the agenda preceding
the regular Commission meeting. No matter may be considered by the Planning
Commission other than those matters published on the noticed agenda. The
Commission may request an item be agendized for a subsequent meeting.

The Agenda, including all required notices thereof, shall comply with the
requirements of the Ralph M. Brown Act, as codified in Chapter 9 of Part 1 of
Division 2 of Title 5 of the Government Code, as may be amended from time to
time by the State legislature.

ROLL CALL

Before proceeding with the business of the Commission at each meeting, and after
each recess, the roll call of the members shall be ealled conducted and the names
of those present or absent shall be entered in the minutes. Should quorum be
lacking, no business shall be conducted.

ORDER OF BUSINESS
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The business of the Commission shall be taken up for consideration and
disposition in the following order:

Call to Order

b. Roll call
Moment of silence/prayer/meditation
The Pledge of Allegiance
Oral communications  (including  disclosures of ex parte
communications, conflicts of interest, and recusals)
Consent calendar
a. Approval of minutes
b. Other Consent Items
2. Public hearings (continued hearings shall be heard prior to new public

hearing items)

oo o P

janr]

h. Non-hearing Discussion items (including study sessions)
1. Commission reports/comments and miscellaneous items
1. Community Development Director’s report
k. Report on City Council action
1. Adjournment

MINUTES

At all Planning Commission meetings, there shall be minutes taken of all
proceedings. Unless a reading of the minutes of a Commission meeting is
requested by a member of the Commission, such minutes may be approved by
unanimous consent without reading if the Secretary has previously furnished each
member of the Commission with a copy thereof.

RULES OF DEBATE

A motion shall precede and open the matter for debate, discussion, and
deliberation by the Planning Commission. Debate upon all matters pending before
the Planning Commission shall be under the direct supervision of the Chairperson
and conducted in such a manner as to expedite the business of the Commission
and subject to the rules hereinafter provided.
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Unless otherwise specified herein, the Commission will adhere to, and all
questions of parliamentary procedure shall be resolved by, The Robert’s Rules of
Order (current edition) for meeting procedure.

RECOGNITION BY THE CHAIRPERSON

Every Commission member desiring to speak shall address the Chairperson, and
upon recognition by the Chairperson, shall confine discussion to the question
under debate, avoiding all personalities and indecorous language.

INTERRUPTIONS

A member, once recognized, shall not be interrupted when speaking unless it be is
to call a member to order, to call a vote, or as otherwise provided herein. If a
member, while speaking, is called to order, the member shall cease speaking until
the question of order be is determined and, if in order, member shall be permitted
to proceed.

PRIVILEGE OF CLOSING DEBATE

The Commission member making the motion meving—the—adoption—of—a
Reselution shall have the privilege of closing debate by calling for a vote on the

motion. Once the roll call vote has commenced, it shall continue without
interruption until completed.

MOTION TO RECONSIDER

A motion to reconsider any action taken by the Commission may be made only
immediately during the same session, or at an extension or continued meeting of
the same session. Such motion must be made by ene a member who voted onf the
prevailing side of the successful motion, but may be seconded by any member,

and may be made at any time and have precedence over all other motions or while

a member has the floor; it shall be debatable Net—hmg—hefem—sha-u—be—eeﬁsﬂ:aed—te

REMARKS OF COMMISSIONER

A Commission member may request, through the Chairperson, the privilege of
having verbatim copy of his/her statement on ay subject under consideration by
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the Commission entered in the minutes. If a majority of the Commission consents
thereto, such a statement shall be entered in the minutes.

SYNOPSIS OF DEBATE AND WHEN ENTERED IN MINUTES

The Secretary may be directed by the Chairperson, with consent of the
Commission, to enter in the minutes a synopsis of the discussion on any question
coming regularly before the Commission.

14.

15.

16.

ADDRESSING THE COMMISSION

Any person desiring to address the Commission on an agenda item may do so at
the time the matter is considered on the agenda. Items not on the agenda may be
addressed during the Oral Communications portion of the agenda.

MANNER OF ADDRESSING THE COMMISSION

Each person addressing the Commission shall step up to the restrampodium, and
shall give-histhername address the Commission in an audible tone of voice for
the record and shall will be requested to write-histhername-and-address—on-the
complete a speaker sign-in sheet. All remarks shall be addressed to the
Commission as a body and not to any individual member thereof. No person,
other than the Commission and the person having the floor, shall be permitted to
enter into any discussion, either directly or through a member of the Commission,
without the permission of the Chairperson. The standard time limit for public
comment shall be five (5) minutes per speaker. At the discretion of the
Chairperson, with a consensus of the Commission, public testimony time limits
and hearing procedures may be establishedmodified. No question shall be asked
to a Commission member or staff member except through the Chairperson. Ne

the The Chairperson shall be responsible for maintaining decorum.

HEARINGS AND FINDINGS

Planning Commission hearings need not be conducted according to statutory or
technical rules relating to evidence and witnesses. The ChairpersenChair shall
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close the public hearing prior to Commission’s discussion and vote upon
receiving all evidence.

On any matter for which Federal or State law or regulations, or the West Covina
Municipal Code requires the preparation of written findings, the staff report and
any resultant Resolution shall contain written findings. Any motion rejecting the
proposed findings shall include a statement of alternative or modified findings.

DECORUM

While the Commission is in session, the members of the Commission must
preserve order and decorum, and ano member shall neither, by conversation or
otherwise delay or interrupt the proceedings or refuse to obey the orders of the
Commission or its Chairperson, except as otherwise provided herein.

Commission members shall refrain from using their electronic devices while the
Commission is in session.

ENFORCEMENT OF DECORUM

A member or members of the Police Department or other members of the City
staff may be designated by the Commission to be Sergeant at Arms when, in the
opinion of the Chairperson, the services of a Sergeant at Arms is necessary, and
he/, she, or they shall carry out all orders and instructions given by the
Chairperson for the purpose of maintaining order and decorum at the Commission
meeting.

In the event of a planned or spontaneous disruption of a meeting, the following
procedures will be used:

a. The Chairperson shall advise the person(s) that unless the
disruption ceases, they will be escorted from the Council
Chambers by the Sergeant at Arms. If refusal of escort is made,
they person(s) causing the disruption of the meeting may will be

arrested.

b. If disruption continues, the Chairperson may recess the meeting.
(Commission members should recess to the Executive Session
Chamber.)

C. The Commission may repert-baekreturn to the meeting following

recess, and reecommenee-resume the meeting upon repert-ef-—staff
roll call.
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d. If disruption starts again, the Chairperson shall warn of escort and
possible arrest (Procedure “a”).

e. Upon failure to cease disruption, after second warning, the
Chairperson should request that the Sergeant at Arms escort the
person(s) from the Council Chambers. If there is a refusal to be
escorted, the Chairperson should request the Sergeant at Arms to
arrest the person(s) in violation. Determination to call for
assistance, if situation is warranted, will be made.

PERSONS AUTHORIZED TO BE WITHIN THE COUNCIL AREA

No person, except City officials and their representatives shall be permitted within
the rail or bar at the front of the City Council Chamber without the express
consent of the Commission.

SPECIAL COMMITTEES

All special committees shall be appointed by the Chairperson, subject to
confirmation by a majority vote of the Commission members present.

PROTEST AGAINST COMMISSION ACTION

Any member of the Commission shall have the right to have his/her/their reasons

for the dissent from, or protest against, any action of the Commission entered in
the minutes.



