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COMMISSIONER TRAINING REFRESHER

Planning and Zoning Commission

February 23, 2023

Planning and Zoning Commissioner Training Refresher February 23, 2023

PROCESS AND RESPONSIBILITIES

Staff assists applicant and 
processes application

Staff’s Role:

• Meet applicant, learn about request

• Explain required entitlements and 
process

• Provide applications, requirements

• Preliminary review of zoning

• Look into history of the property
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PROCESS AND RESPONSIBILITIES

Staff assists applicant and 
processes application

Staff’s Role:

• Send publication to newspaper, mail 
letters

• Prepare memo and exhibits

• Publish the packet online

• Notify commission members

• Prep applicant for hearing

• Answer questions from commissioner 
members and the public
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PROCESS AND RESPONSIBILITIES

• A “meeting” can be digital forms of 
communication, including email, text 
messages, phone call, zoom, etc

• Any time 3 or more members are gathered 
and discussing business it is considered a 
meeting

• Don’t discuss pending cases outside of the 
meeting; invite any interested friends or 
neighbors to attend the meeting
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PROCESS AND RESPONSIBILITIES

Staff assists applicant and 
processes application

Order of Operations:

• Chair introduces the case

• [option] Staff presents the facts

• Petition presents request

• Public testifies – comments and 
questions directed to the Commission

• Chair may summarize, restate 
questions from the public

• Commissioners ask questions

• Commission discusses the case

• Chair restates the request

• Commission votes based on findings
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PROCESS AND RESPONSIBILITIES

Staff assists applicant and 
processes application

Tips for Success:

• Be respectful towards everyone

• Use the agenda as a guide

• Set the tone (orderly, respectful, concise)

• Focus on the facts material to the zoning 
request

• Minimize repetition

• Use the standards as a guide to questions 
and discussion

• Make findings of fact based on the 
standards

• When voting to deny, make a clear 
connection to the standards
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PROCESS AND RESPONSIBILITIES

Staff assists applicant and 
processes application

Village Board:

• Most cases require legislative action

• PZC does not set precedent

• Ordinance is passed, recorded

• Includes findings of fact and PZC 
minutes by reference
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STANDARDS AND FINDINGS OF FACT

Current Status:

• Findings repeat the facts of the case

• Findings go into the ordinance, repeating 
the “whereas” clauses stating the facts

• Staff drafts findings for PZC consideration

Best Practices:

• Findings should be unique to the case, not 
a restatement of the zoning text

• Create a record of the Commission’s 
decision‐making logic

• Make a case defensible

• Findings should reflect the standards

• No one standard is controlling


