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CITY OF MORENO VALLEY
PLANNING COMMISSION RULES OF PROCEDURE
I. RULES OF ORDER, ORGANIZATION, AND OFFICERS
A. RULES OF ORDER
Except as otherwise provided in these Rules of Procedure and the Brown Act, the latest edition of "The Standard Code of Parliamentary Procedure 4th Edition," shall be used as a guide to the conduct of Planning Commissionthe meetings. of the Planning Commission; eExcept as may otherwise be provided by applicable law, no omission to conform to said rules of order shall in any instance be deemed to invalidate any action taken by the Planning Commission.
B. ORGANIZATION
The Planning Commission shall consist of seven (7) Rregular Commissionersmembers and two (2) aAlternate Commissionersmembers and shall be organized and exercise such powers as prescribed by Oordinance and/or resolution of the City Council and applicable law of the City of Moreno Valley.
C. OFFICERS
1. SELECTION
a. A Chairperson and Vice-Chairperson shall be elected annually from among the Planning Commission's Regular Commissionersmembership at the first meeting in April, to serve at the pleasure of the Planning Commission. The term of office for Chairperson and Vice- Chairperson shall be one (1) year. No person shall serve more than two consecutive terms as either Chairperson or Vice-Chairperson, however, a commissioner may serve for two consecutive terms as Vice-Chairperson followed by two consecutive terms as Chairperson, or vice versa.
b. If the Chairperson vacates his or her office before the term of office is completed, a new Chairperson shall be elected at the next regular meeting. A new Vice-Chairperson shall also be elected if the former Vice-Chairperson is elected Chairperson.
c. In the absence of the Chairperson and Vice-Chairperson at, any other member may call the a Planning Commission meeting to call the meeting to order, whereupon a temporary presiding officerChairperson pro tem shall be designated byelected from the members present at the subject meetingto preside. Alternate Commissionersmembers shall not be eligible to serve as Chairperson, or Vice-Chairperson, or temporary presiding officer.
2. RESPONSIBILITIES
The responsibilities and powers of the officers and staff of members of the Planning Commission shall be as follows:
a. Chairperson
1) Preside overat all Planning Commission meetings of the Commission.
2) Call special meetings of the Planning Commission in accordance with the Brown Actlegal requirements and these Rules of Procedure.
3) Sign documents on behalf of the Planning Commission.
4) See that all actions of the Commission are properly taken.
5) Assist staff in determining agenda items.
b. The Chairperson shall be an ex-officio member of all committees of the Planning Commission with voice but not vote.
c. Vice-Chairperson
During the absence, disability or disqualification of the Chairperson, the Vice-Chairperson shall exercise or perform all the duties and be subject to all the responsibilities of the Chairperson.
d. The Planning Official with the assistance of his or her staff, shall be responsible for providing the Planning Commission with proposed minutes of its meetings, with proposed forms of resolutions when appropriate, with staff reports and recommendations on matters of business which are presented tocome before the Planning Commission for its review and consideration as Planning Commission agenda items, and with proposed forms of recommendations and reports for the Commission.
D. POWERS AND DUTIES
The functions, powers and duties of the Planning Commission shall include but not be limited to,be all those functions, powers and duties of a Planning Commission and Board of Zoning Adjustment as provided in Chapters 3 and 4 of Title 7 commencing with Section 65100 of the Government Code of the State (the Planning and Zoning Law), as the same may be hereafter amended. The Planning Commission shall perform such other duties and functions as may be designated by ordinance, resolution, or minute order of the City Council.
E. CONFLICTS OF INTEREST AND BIAS
1. All Commissioners shall be subject to the regulations of the Fair Political Practices Commission and the Political Reform Act.
2. All Commissioners shall be subject to the prohibition regarding interests in contracts as set forth in the Government Code.
3. All Commissioners shall be subject to the restrictions pertaining to common law bias.
4. Any Commissioner with a disqualifying interest shall publicly disclose for the minutes the reason for their disqualifying interest and recuse themselves as required by applicable state law.
F. TRANSPARENCY AND DISCLOSUREETHICAL PROCESS AND PROCEDURE
1. Whenever after appointment, a Commissioner possesses or is likely to possess a financial interest in a project which is pending or likely to be pending in the foreseeable future before the Commission, it is the duty of the Commissioner to disclose for the record the interest and abstain not only from discussion and voting, but a higher duty to abstain from discussion with any other Commissioner or staff concerning any matters relevant to the project, wherein the Commissioner has a financial interest in the decision.
2. It is equally unethical and improper for such Commissioner to recommend to other individuals that they contact other Commissioners or staff with respect to any matter relevant to the project.
3. Whenever a Commissioner discovers the existence of a possible conflict of interest and is unsure as to that situation, the Commissioner should consult with the City Attorney or the staff of the FPPC for clarification of his or her position; in the event a financial interest or likely financial interest exists in a project, the record should so disclose and be available for review.
4. No Commissioner should continue to serve as a Commissioner if it appears likely that he or she will receive substantial financial gain (obtain a financial interest as defined in the FPPC) from a large number of Planning Commission decisions on projects in a broad area of interest.
5. Nothing contained herein shall be construed to relieve a Commissioner of any duty imposed by State law or to change the law and regulations applicable to conflict and disclosure matters.
6. With respect to membership by a Commissioner in any other organization which may be incompatible with membership on the Planning Commission, the Commissioner should consider, to the extent recognized by law, any or all of the following, as may be applicable:
a. Withdrawal of membership from either the Commission or the said organization.
b. Leave of absence from the conflicting organization.
c. Inactivity during Commission tenure.
d. Being a non-voting participant in the conflicting organization.
e. Being a non-office holder in the conflicting organization.
f. Being a non-policy making member in the conflicting organization.
g. Making no public statements within or about the organization.
G. FITNESS TO SERVE; STATEMENT OF PRIOR CONVERSATIONS
1. Any Planning Commissioner who wishes to serve the City of Moreno Valley shall adhere to the goals, performance objectives, duties, responsibilities, ethical process and procedure, and public relations standards as herein listed.
2. Present Commissioners who wish to serve but cannot justifiably adhere to the contents of these Rules of Procedure must evaluate their fitness to serve.
3. Any Commissioners shall publicly disclose for the minutesdeclare, prior to voting on any particular agenda itemin the recorded minutes, whether or not they talked or otherwise communicated in any mannerindependently with an applicant or developer or any of their representatives, or any members of the public regarding any particular agenda itemthe developer, with the proponents, or with the opponents or with a representative of the developer, proponents or opponents concerning a project under consideration. Such Ccommissioners shall alsofurther publicly disclose for the minutes the substance of any such communications.
H. ABSENCES AND VACANCIES
1. Permanent or long termAlternate Commissioners vacancies shall be filled by alternate Commissioners in accordance with Ordinance No. 890 of the City of Moreno Valley.
2. All Regular Commissioners and aAlternate Commissioners should attempt to attend all meetings. In the event of thean absence of a rRegular Commissioner for all, or any part of a meeting, an aAlternate Commissioner who is present shall be seated to serve as a full voting member of the Planning Commission at the subject Planning Commission meeting. If an aAlternate Commissioners isare not available to serve or are disqualified from serving for any reason, the Planning Commission shall continue with the meeting with the remaining rRegular Commissioners, providedas long as a quorum is present. The minutes shall reflect the presence, attendance, seating and voting record of all rRegular and aAlternate Commissioners at every meeting.
3. Alternate Commissioners shall be called on a rotational basis if available. For Eeach Planning Commission meeting, the Planning Official shall designate will have a Primary and Secondary aAlternate Commissioner, which assignment shall rotate every meeting to attend the subject meeting. This designation shall rotate every meeting amongst the two Alternative Commissioners. If the Planning Official expects that more than one Regular Commissioner may not attend a meeting, the Planning Official shall request that the Secondary Alternate Commissioner be present at the meeting.re is more than one absence or vacancy, the secondary alternate Commissioner may also be called to serve. The service or non-service of one or both alternate Commissioners at any meeting shall not affect the rotational order for any future meeting. For the first meeting after any appointment, the rotational order shall be established in alphabetical order by the last name of the Alternate Commissioner.
4. At a continued public hearing, Iif a Regular or Alternate Commissioner did not attend any prior hearing regarding the same continued matter, such Commissioner may only participate at the subject continued public hearing if he or sheis seated on the first day of any public hearing item, such Commissioner shall continue to be seated for that item until the completion of the vote on that item, without regard to the number of meeting dates the item is continued over. If a Commissioner seat was vacant on the first day of a public hearing item, that vacant seat may be filled by a regular or alternate Commissioner on future continued hearing dates if he/she makes a statesment for on the record that he/she has reviewed the relevant staff report and familiarize themselves with the evidence received during the hearing by either: (a) watched the full video of the relevant prior public hearings, and/orattended all prior hearing dates, (b) read the relevant publicall prior hearing transcripts, and/or minutes.(c) listened to the recordings of all prior hearings on the item. If a Commissioner has not met the aforementioned requirements, they shall be declared ineligible to be seated on the Commission for that item. In no case shall a particular Alternate Commissioner be designated to serve in place of more than one other two different Commissioners fill the same vacant seat on any single public hearing item.
5. Alternate Commissionersmembers shall be deemed to be participating in a meeting if they are seated as a voting member for all, or any part, of a meeting.
6. Alternate Commissioners may participate in the discussion and debate of an agenda item only if seated as a voting Commissioner.
II. MEETINGS
A. PUBLIC MEETINGS
All Planning Commission meetings shall be held in full compliance with all applicable state laws, ordinances of the City, and these Rules of Procedure.
B. REGULAR MEETINGS
1. Regular meetings shall be held on the second and fourth Thursdays of each month at 76:00 p.m. in the Council Chambers at City Hall, 14177 Frederick Street, Moreno Valley, California, unless otherwise determined by the Commission.
2. Whenever a regular meeting falls on a public holiday, no regular meeting shall be held on that day. Such regular meeting shall occur on the next business day, at an adjourned meeting, or cancelled by motion adopted by the Planning Commission.
C. ADJOURNED MEETINGS
In the event it is determined by tThe Planning Commission mayto adjourn its meeting to a date and hour certain pursuant to the Brown Actcertain hour on another day, a specific date, time, and place must be set by the Commission prior to the regular motion to adjourn, and the meeting so adjourned.
D. SPECIAL MEETINGS
Special meetings of the Planning Commission may be held at any time upon the called by of the Chairperson or by a majority of the Regular Commissioners pursuant to the applicable provisions of the Brown Actvoting members of the Commission or upon request of the City Council following at least 48 hours’ notice to each member of the Commission and to the press, and to each person who has duly requested notice of such meetings. The time and place of the special meeting shall be determined by the convening authority, except that the meeting place shall be within the corporate limits of the City. Only those matters of business described in the call and notice for a special meeting shall be considered by the Commission.
E. STUDY SESSIONS/WORKSHOPS
1. The Planning Commission may be convened as a whole or as a committee of the whole in the same manner as prescribed for the calling of a special meeting for the purpose of holding a study sessions, subject to the provisions of the Brown Act provided that no official action shall be taken and no quorum shall be required.
2. All study sessions shall be open to the public.
F. AGENDA
1. An agenda for each Planning Commission meeting of the Commission shall be prepared by the Planning Official or his or her designeedelegate with the cooperation and approval of the Chairperson, or, in the absence of the Chairperson, by the Vice-Chairperson.
a. The Planning Commission cannot guarantee that applicants meeting filing deadlines will be placed on the agenda of the first meeting thereafter.
b. A copy of the agenda for each regular meeting of the Planning Commission shall be posted at City Hall seventy-two (72) hours prior to each regular meeting and at least twenty-four (24) hours prior to each special meeting of the Commission. 
2. Regular Meeting agendas shall be organized as follows:
a. CALL TO ORDER
b. ROLL CALL
c. PLEDGE OF ALLEGIANCE
d. APPROVAL OF THE AGENDA
e. PUBLIC COMMENTS PROCEDURE
f. PUBLIC COMMENTS [FOR ITEMS NOT ON THE AGENDA]
g. CONSENT CALENDAR
h. NON-PUBLIC HEARING ITEMS
i. PUBLIC HEARING ITEMS
j. OTHER COMMISSION BUSINESS
k. STAFF COMMENTS
l. PLANNING COMMISSIONER COMMENTS
m. ADJOURNMENT
3. Public Hearings shall be conducted as follows:
a. Introduction of public hearing item by staff. 
b. Applicant’s presentation.
c. Open public testimony period.
d. Applicant’s opportunity to respond.
e. Close public testimony period.
f. Commissioner questions of staff and the applicant.
g. Deliberation with each Commissioner provided with 5 minutes maximum to speak. 
h. Close deliberations and call for any motions and a second.
i. Vote.
j. Staff summary of decision.
G. ORDER OF MEETINGS
1. Unless the Chairperson in his or her discretion otherwise directs, the order of business shall be as follows:
a. The Chairperson shall take the chair precisely at the hour appointed for the meeting and shall immediately call the Commission to order.
b. Members present and absent shall be recorded, including any alternate members. Alternate members shall be seated on the Commission, if necessary. If all regular Commissioners are present and no conflicts of interest have been announced or appear to be likely, the alternate members may be excused and review the video or transcript of the meeting in lieu of attendance.
c. Pledge of Allegiance shall be made.
d. The agenda shall be approved as submitted or revised (to the extent permitted by law).
e. The public shall be advised of the procedures to be followed in the meeting.
f. The minutes of any preceding meeting shall be submitted for approval.
g. Public comment shall be taken, during which any member of the audience may comment on any matter which is not listed on the agenda. A time limit of three minutes shall be imposed on each individual.
h. The Commission shall then hear and act upon those proposals scheduled for consideration at public hearing, followed by such other matters of business and reports as the Commission or Planning Official finds to require Commission consideration, and as may be properly considered at that time.
i. No action shall be taken by the Commission during any regular meeting on any item not appearing on the posted agenda unless any of the following conditions apply:
1) A majority of the Commission determines that an “emergency situation” exists.
2) The Commission determines by a two-thirds vote, or by a unanimous vote if less than two-thirds of the members are present, that the “need to take action” on the item arose subsequent to the posting of the agenda, or
3) The item was included in a properly posted agenda for a prior meeting occurring not more than five days prior to the date of the meeting at which the action is taken and was continued to the meeting at which the action is taken.
j. At 11:00 p.m., or as soon thereafter as practicable, a Commissioner may make a motion to adjourn the meeting and continue any remaining items to a future date.
k. Adjournment.
2. PRESENTATION OR HEARING OF PROPOSALS
The following shall be the order of procedure for public hearings or other proposals concerning planning and zoning matters, and for testimony, unless the Chairperson in his or her discretion shall otherwise direct.
a. The Chairperson shall announce the subject of the public hearing or other proposals as advertised.
b. If a request is made for continuance, a motion may be made, seconded and voted upon to continue the public hearing to a definite time, date and place. The Commission may elect to open the hearing and receive evidence prior to acting upon a request or motion to continue the matter.
c. The staff shall be asked to present the substance of the application, staff report and recommendation, and to answer technical questions from the Commission.
d. ORDER OF TESTIMONY
1) Applicant’s statement.
2) Public comment.
3) A rebuttal from the applicant.
4) The Chairperson may allow further comments from opponents, proponents and applicant as deemed appropriate by the Chairperson.
5) Public Hearing closed.
6) The Commission shall then deliberate and either determine the matter or continue the matter to another date and time certain.
e. RULES OF TESTIMONY
1) Persons presenting testimony to the Commission are requested to give their name and address for the record.
2) If there are numerous people in the audience who wish to participate on the issue, and it is known that all represent the same opinion, a spokesman should be selected to speak for the entire group, if possible. The spokesman will thus have the opportunity of speaking for a reasonable length of time and of presenting a complete case.
3) To avoid unnecessary cumulative evidence, the Chairperson may limit the number of witnesses or the time of testimony on a particular issue.
4) Irrelevant and off-the-subject comments will be ruled out of order.
5) The Chairperson will not permit personal remarks regarding the staff or individual Commissioners during a Public Hearing. Complaints should be submitted in writing or presented verbally as a separate item on the agenda.
6) No person shall address the Commission without first securing the permission of the Chairperson to do so.
7) All comments shall be addressed to the Commission. All questions shall be placed through the Chair.
H. MOTIONS
1. Action upon an order, resolution or other action of the Commission may be proposed by any commissioner by a motion. Before a motion can be considered it must be seconded, at which time it shall be on the floor and must be considered. If not seconded, the motion is lost for lack of a second.
2. A motion to adjourn shall always be in order except during roll call.
3. The Chairperson of the Commission, or other presiding officer, may make and second motions and debate from the Chair subject only to such limitations of debate as are imposed on all members of the Commission. However, since the Chairperson is primarily responsible for the conduct of the meeting, if he or she personally desires to engage in extended debate on questions before the Commission, he or she should consider turning the Chair over to another Commissioner.
I. VOTING
1. VOTING REQUIREMENTS
a. Four Commissioners shall constitute quorum. Alternate members shall be counted in determining if a quorum is present. An affirmative vote of a majority of Commissioners present and voting (but not less than three votes) shall be required to carry a motion, unless a larger number of votes is required by applicable ordinance or other law.
b. When a member of the Commission abstains from voting on any matter before it because of a potential conflict of interest, that member shall not be counted towards meeting any quorum requirement. Furthermore, said vote shall not constitute nor be considered as either a vote in favor of or opposition to the matter being considered. When a member of the Commission abstains from voting for any reason other than a potential conflict of interest, the abstention shall be counted with the majority.
2. RECORDING OF VOTES
The minutes of the Commissioner’s proceedings shall show the vote of each member, including if they were absent or failed to vote on a matter considered.
3. DISQUALIFICATION FROM VOTING
A member shall disqualify himself or herself from voting in accordance with the applicable Conflict of Interest Code. When a person disqualifies himself or herself, he or she shall disclose the disqualification prior to Commission consideration of the matter, and the disqualified member shall then leave the voting area.
4. RECONSIDERATION
A motion for reconsideration of a matter may be made by any commissioner who voted with the prevailing majority on the matter to be reconsidered. Any commissioner may second a motion for reconsideration. If the matter under reconsideration was first considered under a public hearing, the public hearing shall be reopened before any additional evidence is considered. A motion for reconsideration must be made at the same meeting as the meeting where the matter was voted upon.
J. The Chairperson or such other person who may be presiding at meetings of the Commission is responsible for the maintenance of order and decorum at all times. No person should speak who has not first been recognized by the Chair. All questions and remarks should be addressed to the Chair.
K. Any Commissioner may move to require the Chairperson or person presiding at the meeting to enforce the rules, and the affirmative vote of a majority of the Commissioners present shall require him or her to so act.
L. Commissioners shall accord the utmost courtesy to each other, to City employees, and to the public appearing before the Commission, and shall refrain at all times from rude and derogatory remarks, negative reflections as to integrity, abusive comments, and statements as to motive and personality.
M. All written materials to be delivered to the Planning Commission concerning its official business shall be delivered to Planning Division staff for distribution. Staff is advised to distribute written materials concerning any matter on the agenda to the Planning Commission at least seven days (Thursday of the week before each regular meeting) before the date of the meeting when the matter is to be considered by the Planning Commission. If it is not reasonably possible to distribute the material at least seven days before the meeting when the matter is to be considered, the material may be distributed at the earliest possible time with a copy also distributed at the meeting.
N. During Planning Commission meetings, all written materials not already included in the materials which have been previously provided to the Planning Commission and which are offered for consideration by the Commission, shall be distributed to the Planning Commission. The Planning Commission shall consider such written materials as reasonably possible at the time of the meeting.
O. Failure to comply with the strict provisions of these rules shall not necessarily invalidate any action taken by the Commission.
III. REVIEW AND AMENDMENTS PROCEDURE
A. These Rules of Procedure shouldall be reviewed in July of each year by a subcommittee appointed by the Chairperson with the general agreement of the Commission. The review subcommittee shall present their recommendations at a Planning Commission meeting for amending or not amending these rules.
B. In addition, these Rules of Procedure may be amended by a majority of the Regular Commissioners at any meeting of the Planning Commission meeting,by a majority of the membership (four affirmative votes) of the Commission provided that notice of anythe proposed amendments are provided to is received by each Commissioner not less than five days prior to said meeting.
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