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Planning Board Rules of Procedure and Bylaws 

 

1) The rules of procedure and bylaws contained herein shall be supplemental and complimentary of such similar 

standards and rules found in Article II of the Chowan County Zoning Ordinance. 

 

2) All hearings deliberations, and actions of the Planning Board shall be conducted openly in accordance with 

North Carolina General Statute §143.318.  

 

3) Organization of the Planning Board  

In accordance with Article II, Section 2.02 of the Chowan County Zoning Ordinance,  

a. the Board shall consist of seven (7) members, all of whom shall be residents of Chowan 

County;  

b. Board members shall be appointed by the Chowan County Board of Commissioners;  

c. A quorum shall consist of a simple majority of the members of the Board;  

d. A Chairman and Vice-Chairman shall be elected annually from amongst the members of 

the Board by a majority vote; a Board member’s term as Chair or Vice-Chair shall expire 

on the 31st of December of each year and a new election shall be conducted at the 
Board’s first meeting of the following year.  

 

4) Meetings  

  In accordance with Article II, Section 2.02 of the Chowan County Zoning Ordinance, 

a. The Board shall establish a regular meeting schedule, with all meetings open to the 

public; 

b. The Chair, or a majority of the Board membership, may at any time call a special meeting 

of the Board provided that written notice is given to all members of the Board one week 

in advance of the meeting; 

c. Except when hearing applications for special use permits, the Board need not conduct its 

meetings strictly in accordance with the quasi-judicial procedures established for the 

Board of Adjustment, but shall conduct its meetings so as to obtain necessary information 

and to promote the full and free exchange of ideas; 

d. When hearing applications for a special use permit, the Board acts in a quasi-judicial 

capacity according to Article III, Section 3.13 of the Chowan County Zoning Ordinance 

except that no vote greater than a majority vote shall be required for the Board to issue a 

special use permit; 

e. When there is no business for the Planning Board, the Chair may cancel a meeting by 

giving notice to all members one week prior to the meeting date.  In the event of severe 

weather, the Chair may cancel a meeting by giving reasonable notice to all members. 

 

A properly called regular or special meeting may be recessed to a time and place made certain by 

a procedural motion made and adopted in open session during the regular or special meeting.  

The motion shall state the time and place when the meeting will reconvene.  No further notice 

need be given of such a recessed session of a properly called regular or special meeting. 

 

 

 



5) Agenda  

  a. Proposed Agenda 

1. County Staff shall prepare a proposed agenda for each regular and special 

meeting of the Board; 

2. A request to have an item of business placed on the agenda for a regular meeting 

must be received at least two working days before the meeting. Any Board 

member may, by a timely request, have an item placed on the proposed agenda; 

3. County Staff shall prepare an agenda package that includes, for each item of 

business placed on the proposed agenda, as much background information on the 

subject as is available and feasible to reproduce; 

4. Each Board member shall receive a copy of the proposed agenda and the agenda 

package and it shall also be available for public inspection and/or distribution 

when it is distributed to the Board members; 

b. Adoption of the Agenda 

1. As its first Order of Business at each meeting, the Board shall discuss and revise 

the proposed agenda and adopt an agenda for the meeting.   

2. The Board may by majority vote add items to or subtract items from the proposed 

agenda, except that the Board may not add items to the agenda of a special 

meeting unless (1) all members are present, and (2) the Board determines in good 

faith at the meeting that it is essential to discuss or act on the item immediately; 

3. If items are proposed the be added to the agenda, the Board may, by majority 

vote, require that written copies of particular documents connected with the items 

be made available at the meeting to all Board members; 

4. The Board may designate certain agenda items “for discussion and possible 

action.” Such designation means that the Board intends to discuss the general 

subject area of that agenda item before making any motion concerning that item;  

c. Open Meetings Requirements 

1. The Board shall not deliberate, vote, or otherwise take action on any matter by 

reference to a letter, number, or other designation, or other secret device or 

method, with the intention of making it impossible for persons attending a 

meeting of the Board to understand what is being deliberated, voted or acted on; 

2. The Board may deliberate, vote, or otherwise take action by reference to an 

agenda, if copies of the agenda – sufficiently worded to enable the public to 

understand what is being deliberated, voted, or acted on – are available for public 

inspection at the meeting. 

  

6)  Public Address to the Board 

Any individual or group who wishes to address the Board shall make a request to be on the 

agenda to the Planning Staff.  The Board shall determine at the meeting whether it will hear the 

individual or group, with names of speakers being recorded only in the instance of a large crowd.  

 

In accordance with Article II, Section 2.02 of the Chowan County Zoning Ordinance, the Chair 

may conduct the public comment portion of the meeting in an appropriate manner taking into 

account the amount of available time, the number of items on the agenda, and the number of 

attendees who wish to speak.  

 

 

 

 

 

 

 

 

 

 



7) Order of Business  

The general guideline for the order of business for each regular Planning Board meeting shall be 

as follows:  

a. Call to Order;  

b. Invocation 

c. Roll Call and Recognition of the Presence of a Quorum;  

d. Discussion and Revision of the Proposed Agenda; 

e. Adoption of the Agenda (Board Action);  

f. Approval of Minutes (Board Action);  

g. Public Comment (Public Hearing in the instance of a Special Use Permit); 

h. Administrative Reports; 

i. Committee Reports; 

j. Old Business (Board Action); 

k. New Business (Board Action); 

l. Items Considered Timely and Important 

m. Adjournment 

By general consent of the Board, items may be considered in any order most convenient for the 

dispatch of business.  

 

8)  Presiding Officer 

The Chair of the Board may preside at Board meetings if he or she is present, unless he or she 

becomes actively engaged in debate on a particular matter.  If the Chair becomes actively 

involved on the debate on a particular matter, he or she may designate another Board member to 

preside over the debate.  The Chair shall resume presiding as soon as action on the matter is 

concluded. 

 

If the Chair is absent, the Vice-Chair shall preside.  If both the Chair and the Vice-Chair are 

absent, another member designated by vote of the Board shall preside.  The Vice-Chair, or 

another member who is temporarily presiding, retains all of his or her rights as a member, 

including the right to make motions and the right to vote. 

 

In accordance with Article II, Section 2.02 of the Chowan County Zoning Ordinance, the Chair 

may vote only in the instance of a tie vote. 

 

In order to address the Board, a member must be recognized by the Chair. 

 

The presiding officer (Chair) shall have the following powers; 

a. To rule motions in or out of order, including any motion patently offered for 

obstructive or dilatory purposes;  

b. To determine if a speaker has gone beyond reasonable standards of courtesy in 

his/her remarks and to entertain and rule on objections from other members on 

this ground; 

c. To entertain and answer questions of parliamentary law or procedure; 

d.  To call a brief recess at any time; 

e. To adjourn in an emergency  

A decision by the presiding officer (Chair) under any of the first three powers listed above may 

be appealed to the Board upon motion of any member.  Such a motion is in order immediately 

after a decision under those powers is announced and at no other time.  The member making the 

motion need not be recognized by the presiding officer (Chair), and the motion, if timely made, 

may not be ruled out of order. 

 

 



 

9) Action by the Board  

a. The Board shall proceed only by motion.  

b. Any member, including the Chair, may make a motion 

c. A motion shall require a second.  

d. A member may make only one (1) motion at a time, notwithstanding multiple items may be 

included if the chair approves.  

e. A substantive motion shall be out of order if it is made while another substantive motion is   

pending.  

f. A motion shall be adopted if approved by a majority of the votes cast, a quorum being 

present, according to the standards of Article II, Section 2.02 of the Chowan County Zoning 

Ordinance.  

g. A defeated motion may be renewed at any later meeting unless a motion to prevent 

reconsideration has been adopted.  

h. A motion may be withdrawn by the introducer at any time before it is amended or before the 

Chair puts the motion to vote, whichever occurs first.  

i. The Board may choose, by majority vote, to use written ballots in voting on a motion.  Such 

ballots shall be signed, and the minutes of the Board shall show the vote of each member 

voting.  The ballots shall be available for public inspection in the Planning Office 

immediately following the meeting at which the vote took place and until the minutes of that 

meeting are approved, at which time the ballots may be destroyed. 

j. The Chair shall state the motion and then open the floor to debate.  The Chair shall preside 

over the debate according to the following general principles: 

i. The maker of the motion is entitled to speak first; 

ii. A member who has not spoken on the issue shall be recognized before 

someone who has already spoken; 

iii. To the extent possible, the debate shall alternate between proponents and 

opponents of the measure. 

k. Procedural Motions 

In addition to substantive proposals, only the following procedural motions, and no others, 

are in order (Unless otherwise noted, each motion is debatable, may be amended, and 

requires a majority of the votes cast, a quorum being present, for adoption. Procedural 

motions are in order while a substantive motion is pending).  In order of priority, the 

procedural motions are: 

i. To Appeal a Procedural Ruling of the Presiding Officer; 

ii. To Adjourn (this motion may be made only at the conclusion of action on a 

pending substantive matter; it may not interrupt deliberation of a pending 

matter); 

iii. To Take a Brief Recess; 

iv. Call to Follow the Agenda; 

v. To Suspend the Rules (the Board may not suspend provisions of the rules that 

state requirements imposed by law on the Board); 

vi. To Divide a Complex Motion and Consider it by Paragraph;  

vii. To Defer Consideration (the Board may defer a substantive motion for later 

consideration at an unspecified time.  A substantive motion the consideration 

of which has been deferred expires 100 days thereafter unless a motion to 

revive consideration is adopted); 

viii. Motion for the Previous Question (this motion is not in order until there have 

been at least 20 minutes of debate and every member has had an opportunity 

to speak once); 

ix. To Postpone Consideration of a Motion to a Certain Time of Day; 

x. To Refer a Motion to a Committee; 



xi. To Amend a Substantive Motion (a motion to amend must be pertinent to the 

subject matter of the motion; no more than two amendments may be made to 

a motion before voting; any amendment to a proposed policy/regulation shall 

be reduced to writing before the vote on the amendment); 

xii. To Revive Consideration (the Board may vote to revive consideration of any 

substantive motion earlier deferred at any time within 100 days after the day 

of the vote to defer consideration); 

xiii. To Reconsider (the Board may vote to reconsider its action on a matter; the 

motion to do so must be made by a member who voted with the prevailing 

side and only at the meeting during which the original vote was taken); 

xiv. To Rescind or Repeal (the Board may vote to rescind actions it has previously 

taken or repeal items that it has previously adopted unless rescission or repeal 

of an action is forbidden by law); 

xv. To Prevent Reintroduction for One Month (this motion shall be in order 

immediately following the defeat of a substantive motion and at no other 

time). 

 

10) Duty to Vote 

In accordance with Article II, Section 2.02, (F) of the Chowan County Zoning Ordinance, 

each member of the Planning Board has a duty to vote unless precluded from doing so by the 

reasons listed in that section. 

 

A member shall be permitted to abstain from voting, by so indicating when the vote is taken. 

An abstention counts as an affirmative vote. 

 

Every member must vote unless excused by the remaining members of the Board.  A member 

who wishes to be excused from voting shall so inform the chair, who shall take a vote of the 

remaining members.  No member shall be excused from voting except in cases involving 

conflict of interest, as defined by law, or the member’s official conduct, as defined by the 

Board.  In all other cases, a failure to vote by a member who is physically present, or who has 

withdrawn without being excused by a majority vote of the members present, shall be 

recorded as an affirmative vote. 

 

11) Quorum 

In accordance with Article II, Section 2.02, (F) of the Chowan County Zoning Ordinance, a 

quorum for the Planning Board shall consist of a majority of the Board membership 

(excluding vacant seats), and is necessary for the Board to take official action. 

 

12) Public Hearings 

In accordance with Article, II, Section 2.02 of the Chowan County Zoning Ordinance, the 

Planning Board shall conduct a quasi-judicial public hearing, with all of the requirements 

thereof, when considering an application for a Special Use Permit. 

 

At the time appointed for the hearing, the Board shall vote to open the hearing and the Chair 

or his or her designee shall call the hearing to order and then preside over it.  When the 

allotted time expires, or earlier if no one wishes to speak who has not done so, the presiding 

officer (Chair) shall entertain or make a motion to end the hearing. 

 

 

 

 

 

 



13) Minutes 

Full and accurate minutes of Board proceedings shall be kept.  These minutes and general 

accounts shall be open to inspection of the public.  The exact wording of each motion and the 

results of the vote shall be recorded in the minutes, and on the request of any member of the 

Board, the entire Board shall be polled by name on any vote.  Members’ and other persons’ 

comments may be included in the minutes if the Board approves. 

 

14) Appointments 

The Board may consider and make appointments to other bodies, including its own 

committees, if any, only in open session.  The Board may not consider or fill a vacancy 

among its own membership except in open session. 

 

15) Committees and Boards & Open Meetings Law 

The requirements of the open meetings law shall apply to all elected or appointed authorities, 

boards, commissions, councils, or other bodies of a local governmental unit that are 

comprised of two or more members and that exercise or are authorized to exercise legislative, 

policy-making, quasi-judicial, administrative, or advisory functions.  However, the law’s 

requirements shall not apply to a meeting solely among a unit’s professional staff. 

 

16) Amendment of these Rules 

These Rules may be amended at any regular meeting or at any properly called special 

meeting that includes amendment of these Rules as one of the stated purposes of the meeting, 

unless a statute or a rule of the body that created the Board provides otherwise.  Adoption of 

an amendment shall require an affirmative vote equal to a quorum. 

 

17) Reference to Robert’s Rules or Order 

The Board shall refer to the current edition of Robert’s Rules of Order Newly Revised to 

answer procedural questions not resolved in these rules, so long as RONR does not conflict 

with North Carolina General Statutes, law or the Chowan County Zoning Ordinance. 

  


