Planning Board Overview

New York State Dcpartmént of State
Division of Tocal Government

Planning Board Powers & Duties

Village General City

Town
Law Law Law
§271 §7-718 §27

Planning Commissions:
General Municipal Law
§234 through §239-a

Planning Board Members are Public

Officers

(.

B Term of Offtce
w5 or 7 years

wMust file “Oath of Office”
m Qualifications for Membership

= Age, Citizenship,
Residency

M Removal Reasons
B Attendance
B Cause

B Training (next slide)
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"1 da selemnly swear (or
affirm) that 1 will support
{he constitation of the
United States, and the
cunstitution of the State of
New York, and that 1 will
faith{ully discharge the
duties of the office of’
[Planning Board Member],
according to the best of my
ability.”

Section 1, Article X111 - NY
Constitution

State Training Requirements

e

variety of formats.

Deparmew orfise

W Complete at least four hours of training each year

¥ Training in excess of four hours in any one year may
be carried over by the member into succeeding years

m Training is approved by the governing board
B Training can come from a variety of sources and in a

& To be cligible for reappointment to such board, such

— member shall have completed the training

=Requirements may be waived or modified by
resolution of the governing board if judged to be
in the best interest of the municipality to do so.

T

Failure to comply dees not void decislons




A Planning Board has Advisory Powers

—

® Subdivision regulations

B Zoning changes
B Site plan regulations
W Capital budgets

[ Ee——

It also may make
Tecommenidations
on whatever it is
asked to comment
whatzver it

How Direct Appeals for Area Variances
Involve Planning Boards

Examp!e: Variance to allew
fess Frontage than zouing requires
for houses on cul de sac

. . ‘Where a proposed subdivision plat, site
M Recreation studies plan, or special use permit application For Subdivisions,
B Variance requests contains one or more features which donot | the ZBA shall
comply with the physical or dimensional Tequest a writlen
W Development of the restrictions in the zoning regulations, recommendation
Comprehensive Plan application may be made by the applicant from
to the ZBA for an area variance. the Planning Board
Depprmmcns o S Diepuremen wf Sy
A Planning Board has Regulatory Powers Subdivision Review

® Review of Subdivisions,
if authorized by
govemning board

® May regulate when
authorized by the
governing board.

General City Law §32 & §33
Town Law §276 & §277
Viltape Law §1-728 & §7-730

Dt ol 31
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A subdivision is the division
of a parcel of land into a
number of lots, blocks or sites,
with or without stroets,

for the purpose of sale, transfer
of ownership, or development

:

Subdivision Review regulates
design and improvernents

o Lot configuration

m [andscaping

® Drainage

M Street Pattern

W Service Access

M Streets and Roads

m Utility Installation

M Sidewalks & Cuorbs

Excparmuncms o SEw

Subdivision Review does not:
W Establish a miniimum lot
size

B Negate the possibility of
needing Health Department
approval

M Control the uses which may
be placed upon property

M Regulate style or design

m Change dimensional
requirements




Cluster or “Conservation” Subdivisions

| s |
Enables and encourages flexibility of design and developement
so as to preserve natural and scenic qualities of open lands.

*Need specific authorization
to review cluster subdivision
plats

« Zoning identifies districis
where cluster is ailowed

* Planning board may be
authorized to mandate cluster

Site Plan Review

e

Depariment of ke

L A Site Plan is a drawing showing the

proposed development of a single
piece of property

Could be applied to many uses,
ranging from a single family home to
a mega mail.

Consider whether the site plan would

be in accordance with the
comprehensive plan

W Zoning is not necessary in order W General City Law §27-a
to enact site plan review B Town Law §274-a
W Village Law §7-725-a

Deparirarat of S

Special Use Permit

® An authorization to use land
ina way permitted by zoning,
subject to requirements
designed to assure that the
proposed use is in harmony
with zoning and will not
adversely affect the
neighborhood if the
requirements are met.

Other Regulatory Tools Commaon to
Planning Boards

B Sign Permnits
M Historic
Preservation

M Also known as “'special B General City Law §27-b

exceptions™ or “conditional B Town Law §274-b

uses” M Village Law §7-725-b
P——

M Architectural
Review




Comprehensive Plan

Department of St

What is a Comprehensive Plan?

W An expression of 2
municipality's goals and
recommended action {0
achieve those goals.

B An gutline for orderty
growth, providing continued
guidance for decision-making

® A document which focuses
on immediate and long-range
protection, enhancement,
growth and development of
the municipality.

B Now also defined in statutes

Drpainrared of Sine

Is it time to write or
update your
comprehensive plan?
Are you experiencing
rapid growth or
decline?

Has a major employer
recently lef/arrived?
Do you need new
roads, sewers, or water
service?

Is current development
affecting your
commumity character?

Planning provides a legal defense for

regulations

T —

W Zoning Must be in
Accordance with a
Comprehensive Plan

M Defense against spot
zoning challenges

# Can alse provide the basis
for other actions affecting
the development of the
community.

w Grant applications

Town of Mitton Town
Center Plan

The Planning Board’s Role in the

Development of the Comprehensive Plan

The Governing Board of 2
Municipality is the Boasd whick
has ultimate responsitality for the
adoption or amendment of a
Comprehensive Plan

W As a board, prepare i proposed comprehensive plan; or

u Individual members may serve on a “special board” that
prepares the proposed comprehensive plan; or

® The board may simply advise the municipal governing board
as that board prepares a comprehensive plan

Orparmnest of Sive




Public Participation

.

| ——
m Informing the Public
» Open Meetings
u [ocal News Media
= Access to Materials
W Involving the Public
m Surveys

= Informational
Sessions

= Ongoing Outreach
m Dresign Charette

W Board Preparing Plan must
have a pubtic hearing

M Governing Board Must
Hold a Public Hearing on
the Plan Within 90 Days of
Receiving a Draft Plan.

Why can’t just the planning board adopt
the comprehensive plan?

———
i — 73

™ The Vatue of Planning comes from the

municipality’s willingness to implement Private

the plan by: Actions wili
= Amending Land Use Regulations also play a
w Developing Design Guidelines large rote in
m Budpeting for Capital Improvements 'mi’:;";?::"g

_—‘ = Applying for Appropriate State,
Federal and Privately Funded Programs

® Action by the Governing Board is needed
to implement the plan.

Depumusin of State

Meetings of the Planning Board

Drparmacas B

Making the Most of the Meeting

= Ensure that you are reviewing applications for
projects allowed by zoning
= Have the Zoning Officer make
a use determination first
B Develop good forms
W Have clear submission requirements
w Use a check off list
B Request enough cogies from the

applicant for the necessary people

to review in advance of the meeting




Adoption of Board Prdcedures A Quorum is Needed to Conduct Business

| —— |ereeT—

The number of members who must be present for
business to be legally conducted. Must be at least a
majority of the full membership of

In order to be hinding, board procedures must be
adopted by the governing board by local law or
ordinance. They may cover a variety of issues, For

example:
® Duties of officers, committees W Hearings
W Calling meetings, agendas, public  ® Pubtic
input input during
® Making & seconding motions meetings
® Non-Owner applicants M Refemals sFull membership includes any
= Signature on official documents m Minutes absences or vacancies.
Pttt o St ' [r——rew.
Comply with the Open Meetings Law Public Hearings of the Planning Board
. . W The Planning Board holds
M Discuss applications and other bli :
e vici . ic h for th
board business at meetings open g S“S ‘[’j‘s“ by a Planning gsrpcfsei)afr;rés:iv(;lr'ig ;ubli -
to the public cs:srtilu::ics :;etin comment on a particular
W Provide notice to media and - a s issue.
bli subject to the Open = F Te. th i r
Public Mectings Law so long as OF exarop’e, he gratiing o
& A “Work Session”, “Agenda its purpose i not "for : SP“C‘:": “?F Pel'l;?[l_t, the
i g AP 3 roval of a subdivision
Meut_mg or “Site Visit” is a . anything other than to p‘l];)t the preparation of a
meeting subject to the OML ifa . - L s State Law does not rerquire that
observe and acquire ) preliminary comprehensive ; :
uorum of the members have : ; neighbaring property owners
9 ; information.” plan be notified by tail when a
planned to gather to discuss (Riverkeeper case) ® Public testimony is an public hearin is scheduled.
public business important part of building a (Except certam public
agencies.)
Record

Dparwest of Stake Degarmusy of Sausg




Some Applications Must be Referred to
the Clerk of an Adjacent Mimicipality

- — 1

Send notice by mail or electronic
transmission to the clerk of the adjacent
municipality at least ten days prior to any
hearing on a proposed:

* Special Use Permit General Municipal Law
e §239-nn
Site Plan (Effective 7/1/06)

Making Legally Defensible

» Subdivision

If application property is within 500 feet of

an adjacent mumcipality
Depunmera of $lme

Land Use Decisions

Dt o S

Common Terms

—
f My

W Determination of Significanec - a conclusion by the lead
agency as to whether or not an action under review will
have at least one significant adverse environmental impact

= Minntes - the historical record of an officially convened
meeting of an organized public body

= Records — the assembled facts

¥ Decisions - Decisions should consist of the date action was

._I taken, the motion that was passed, the type of vote cast by
each board member present, and any conditions imposed

® Findings - an analysis which applies law to facts, leading to
conclusions

Beparame f Srue

SEQRA Timing

P

| P —————————————
Do not hold a public hearing If'a positive declaration, the

until the SEQRA formal public hearing should

determination of significance  not be held until after a draft

has been made (if SEQRA environmental impact

applies) siatement has been accepted
by the planning board as
complete.

Examples of Actions Subject 1o SEQRA

» Site plans, special use permits, and subdivision applications
are subject to the State Environmental Quality Review Act
unless the action is classified as a Type [ action under the DEC
regulations.

* Available at www.dec.state, ey, us/website/des/index. hitml




Some Applications Must be Referred to
the County Planning Agency

Refer
*Special Use Permits
+Site Plan
+Other zoning avthorizations
Trgger (within 500 feet):
«Municipal boundaries
«State or county parks or highway:

+State or county streams or institutions

Referral Agreements

S —
The County and Referring Body may enter into agreement to exempt
certain actions from county review, Examples:

Example of Exempt Items
8 Sethack variance [or accessory struclures

u Zoning amendments intended to clarify
definitions

= Dimensional variances for fences

W Site Plan Review for 2 change in tenant where
madification of the building feotprint is less

«Land on which a state or county than 10%
building is located . s _ nere the siem is not focated See examples from
. . } et ign variances where the sign is not located ona | z 5 nd Cay:
Jiarm operations in State Agriculturat Gelfﬂ gg‘;g‘:;pa’ State or County road, T s
ieparracas uf Sse- Deparpnens of Saue
When to Refer Waiting to Act

S ———

m A full statement
must be sent to the
counsy planning
board at least ten
days prior to a
public hearing on
the site plan or
special use permit.

=’ If no public hearing
is needed, referral
must be sent before
final action can be
taken

Full statement: ail
application materials
required by and
submmitted to the
referring body,
including part one of
the environmental
assessment form
(EAF), as well as any w%v

other materials

required by the
referring body to
make a SEQRA

determination.

B parmrncad Sie
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The time period may’ | The Planning Board cannot

be longer if agreed to f :
by the county and the take final action until the

Planning Board | €arlier of the following

occurs:

Don’t take early | " It receives the report of the

votes conditioned | county planning agency, OR
on the county A
planning agency’s | "Thirty days have passed
positive after the county’s receipt of
recommendation | the full staternent




application, and may also
support why a condition was
imposed.

® Findings are an analysis
which applies law to [acts,
leading to conclusions.
Findings should be able to

support a decision if it is
challenged in court.

Dhepicpamtet of Sty

Insert the Findings
in the Record

M All motions and votes must be
included in the minutes.

¥ The filed “Decision” may be simply
be the draft minutes,

W We recommend a separate decision
document that contains:

w Motion that passed

w Conditions that were
established on approvals

Dparimesi of Siaee

Voti Voting — Effect of County
otm .
g Recommendation
. e
= A mation/resolution will only pass iF it If the county recommends disapproval or modification
gets the support of a majority of the whole Check ﬂ?e
membership of the board stamutory time
B You may vote on an application even if fn;:;? s _]n
you miss the applicant’s presentation of subdivision
the project, the public hearing, or other teview, ifa
board meetings at which the application is planning
discussed. You should first familiarize board fails to
i yourself with the record. {Look at the act in the [— : . :
minutes, review the application, review allotted time, | . . ..
comments from the public hearing.) default .... Then It requires a majority plus one vote for the
approvat can municipality to approve Fhe application without the
oceur, recommended modifications.
P—— P
Drafting the Findings Prepare and File the Decision
0
® Findings describe the reasons W Decisions must be sent to applicant Send the County
for the denial or approval of an within 5 business days. decisions on

applications that
were subject 10
referral

Planning Board
decisions may be
appealed 1o the
Supreme Court, not
1o the local ZBA or
govering board




Contimuing Education Credits

s

Aftorneys:

® This course has been approved for 2 hours of
Continuing Legal Education (CLE) credits towards
Professional Practice requirements. See the
instructors for the paperwork

Code Enforcement Officers:

B This course has been approved for 1 hour Area B
and 1 hour Area G (2 hours total).

a Course Number - 49-5002
» [n-Service Number - 680000-0507-1010

.

Contacting the Department of State

I

L

(518)473-3355 Local Gov.
(518)474-6740 Legal
(800)367-8488 Toll Free
localgov(@dos.state.ny.us

www.dos.state.ny.us

Tegartment sl

10



Town Law § 271
Planning board, creation, appointment.

Authorization. The town board of each town is hereby authorized by local law or
ordinance, to create a planning board consisting of five or seven members and
shall, by resolution, appoint the members of such board and designate the
chairperson thereof. In the absence of a chairperson the planning board may
designate a member {o serve as chairperson. The town board may, as part of
the local law or ordinance creating said planning board, provide for the
compensation of planning board members.

Appropriation for planning board. The town board is hereby authorized and
empowered to make such appropriation as it may see fit for planning board
expenses. In a town containing one or more villages, or parts thereof, such
charges and expenses less fees, if any collected, shall be a charge upon the
taxable property of that part of the town outside of said villages and shall be
assessed, levied and collected therefrom in the same manner as other town
charges. The planning board shall have the power and authority to employ
experts, clerks and a secretary and to pay for their services, and to provide for
such other expenses as may be necessary and proper, not exceeding in all the
appropriation that may be made therefor by the town board for such planning
board.

Town board members ineligible. No person who is a member of the town board
shall be eligible for membership on such planning board.

Terms of members first appointed. The terms of members of the board shall be
for terms so fixed that the term of one member shall expire at the end of the
calendar year in which such members were initially appointed. The terms of the
remaining members shall be so fixed that one term shall expire at the end of
each calendar year thereafter. At the expiration of the term of each member first
appointed, his or her successor shall be appointed for a term which shall be
equal in years to the number of members of the board.

. Terms of members now in office. Members now holding office for terms which do
not expire at the end of a calendar year shall, upon the expiration of their term,
hold office until the end of the calendar year and their successors shall then be
appointed for terms which shall be equal in years to the number of members of
the board.

Increasing membership. Any town board may, by local law or ordinance,
increase a five member planning board to seven members. Additional members
shall be first appointed for single terms as provided by resolution of the town
board in order that the terms of members shall expire in each of seven



successive years and their successors shall thereafter be appointed for full terms
of seven years. No such additional member shall take part in the consideration of
any matter for which an application was on file with the planning board at the
time of his or her appointment.

Decreasing membership. A town board which has seven members on the
planning board may by local law or ordinance, decrease the membership to five,
to take effect upon the next two expirations of terms. However, no incumbent
shall be removed from office except upon the expiration of his or her term,
except as hereinafter provided.

Training and attendance requirements.

A. Each member of the planning board shall complete, at a minimum, four
hours of training each year designed to enable such members to more
effectively carry out their duties. Training received by a member in excess
of four hours in any one year may be carried over by the member into
succeeding years in order to meet the requirements of this subdivision.
Such training shall be approved by the town board and may include,
but not be limited to, training provided by a municipality, regional or county
planning office or commission, county planning federation, state
agency, statewide municipal association, college or other similar entity.
Training may be provided in a variety of formats, including but not
limited to, electronic media, video, distance learning and traditional
classroom training.

B. To be eligible for reappointment to such board, such member shall have
completed the training promoted by the town pursuant to this subdivision.

C. The training required by this subdivision may be waived or modified by
resolution of the town board when, in the judgment of the town board, itis
in the best interest of the town to do so.

D. No decision of a planning board shall be voided or declared invalid
because of a failure to comply with this subdivision.

Vacancy in office. If a vacancy shall occur otherwise than by expiration of term,
the town board shall appoint the new member for the unexpired term.

Removal of members. The town board shall have the power to remove, after
public hearing, any member of the planning board for cause. Any planning board
member may be removed for non-compliance with minimum requirements
relating to meeting attendance and training as established by the town board by
local law or ordinance.



Chairperson duties. All meetings of the planning board shall be held at the call of
the chairperson and at such other times as such board may determine. Such
chairperson, or in his or her absence, the acting chairperson, may administer
oaths and compel the attendance of witnesses.

Appointment of agricultural member. Notwithstanding any provision of this
chapter or of any general, special or local law or ordinance, a town board may, if
an agricultural district created pursuant to section three hundred three of article
twenty-five-AA of the agriculture and markets law exists wholly or partly within
the boundaries of such town, include on the planning board one or more
members each of whom derives ten thousand dollars or more annual gross
income from agricultural pursuits in said town. As used in this subdivision, the
term "agricultural pursuits” means the production of crops, livestock and livestock
products, aquacuitural products, and woodland products as defined in section
three hundred one of the agriculture and markets law.

Service on other planning boards. No person shall be disqualified from serving
as a member of the town planning board by reason of servmg as a member of a
village or county planning board.

Rules and regulations. The planning board may recommend to the town board
regulations relating to any subject matter over which the planning board has
jurisdiction under this article or any other statute, or under any local law or
ordinance of the town. Adoption of any such recommendations by the town
board shall be by local law or ordinance.

Report on referred matters; general reports.

a. The town board may by resolution provide for the reference of any matter
or class of matters, other than those referred to in subdivision thirteen of
this section, to the planning board before final action is taken thereon by
the town board or other office or officer of said town having final authority
over said matter. The town board may further stipulate that final action
thereon shall not be taken until the planning board has submitted its
report thereon, or has had a reasonable time, to be fixed by the town
board in said resolution, to submit the report.

b. The planning board may review and make recommendations on a
proposed town comprehensive plan or amendment thereto. In addition,
the planning board shall have full power and authority to make
investigations, maps, reports and recommendations in connection
therewith relating to the planning and development of the town as it
seems desirable, providing the total expenditures of said board shall not
exceed the appropriation provided therefor.



15. Alternate members.

16.

a.

A town board. may, by local law or ordinance, or as part of the local law or
ordinance creating the planning board, establish alternate planning board
member positions for purposes of substituting for a member in the event
such member is unable to participate because of a conflict of interest.
Alternate members of the planning board shall be appointed by resolution
of the town board, for terms established by the town board.

The chairperson of the planning board may designate an alternate
member to substitute for a member when such member is unable to
participate because of a conflict of interest on an application or matter
before the hoard. When so designated, the alternate member shall
possess all the powers and responsibilities of such member of the board.
Such designation shall be entered into the minutes of the initial planning
board meeting at which the substitution is made.

All provisions of this section relating to planning board member training
and continuing education, attendance, conflict of interest, compensation,
eligibility, vacancy in office, removal, and service on other boards, shall
also apply to alternate members. '

Voting requirements. Every motion or resolution of a planning board shall
require for its adoption the affirmative vote of a majority of all the members of
the planning board. Where an action is the subject of a referral to the county
planning agency or regional planning council the voting provisions of sections
two hundred thirty-nine-m and two hundred thirty-nine-n of the general municipal
law shall apply.



Town of Queensbury Planning Board
Bylaws and
Policies & Procedures

Adopted by Planning Board Resolution
Adopted April 24, 2001
Revised September 24, 2002
Revised April 24, 2003
Revised June 24, 2003
Revised April 26, 2005

Prepared By
Town of Queensbury
Community Development Department
Planning Staff
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PLANNING BOARD BYLAWS

| Establishment and Purpose

A.
B.

Planning Board
Bylaws

i Organization

A.
B.
C.

D

wrE2Oommo

Membership and Terms
Officers

Responsibility of Officers
1. -Chairperson

2. Vice Chairman

3. Secretary

4. Other Officers
Planning Board Committees
Alternate Members
Vacancies

Terms of Officers

eetings

Open Meetings Law

Public Hearings and Public Information Sessions
1. As Required by Law

2. As Allowed

3. Advertisement

4. Conduct for all Public Hearings
Schedule

Regular Meetings

Special Meetings

Emergency Meetings
Workshop Sessions

. Annual Meeting

Executive Session

oW

v Proceedings

A.
B.
C.

cow>

Governing Rules
Quorum

Voting

1. Action

2. Disqualification

Minutes and Records of Meetings

Records

Copies and Distribution
Adoption

Resolutions
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INTRODUCTION

This document was written with several intentions, not the least of which is to make the
job of the Planning Board, Planning Staff, and ultimately that of the applicant, a
smoother and more cohesive process.

The purpose of this document is:

1. To provide an informational resource on commonly asked questions concerning
Planning Board process;

2. To establish policies for application processing and review;

3. To serve as the rules of conduct for Planning Board meetings; and

4. To detail Planning Board member Code of Ethics.

Included also are the Planning Board Bylaws. Bylaws are the operating rules of an
organization, which are based on the authority given to that organization which enables
it to exist. Bylaws are a formal set of secondary rules which governs the internal affairs
of the organization.

Policies and procedures need only the approval of the Planning Board, which is done

via Resolution. Policies are guiding principles and procedures are a set of methods or
forms estabiished to conduct the business of the Planning Board.



PLANNING BOARD BYLAWS
| Establishment and Purpose

IA. Planning Board

The Planning Board, created by the Town Board of the Town of Queensbury, is
established pursuant to Section 271 of Town Law.

The Planning Board is established fo review site plan and subdivision applications and
advise and make recommendations to the Queensbury Town Board regarding matters,
which will contribute to the planning and development of the Town of Queensbury, as it
deems desirable. The Planning Board shall perform other duties as mandated by law.

IB. Bylaws

The Bylaws of the Town of Queensbury Planning Board are hereby established,
effective April 24, 2001. These bylaws may be amended from time to time by an
affirmative vote and Resolution of two-thirds of the members of the Planning Board.

I Organization
A, Membership and Terms

The membership and terms of office shall be for a term of seven (7) years or as
specified by the Town Board enabling resolution(s) and as set forth in Town Law.

I B. Officers

The Executive Officers of the Planning Board shall be the Chairperson, Vice-
Chairperson and Secretary. The Planning Board shall annually make a
recommendation (before its organizational meeting) to the Town Board and the Town
Board shall annually designate a member of said Planning Board to act as Chairperson
thereof. The Planning Board shall annually elect a Vice Chairperson and Secretary from
its members, and other officers, as it deems necessary. In case the Chairperson and
Vice-Chairperson are absent, the Planning Board may appoint a temporary
Chairperson.



Il C. Responsibility of Officers

1.

Chairperson

The Chairperson shall:

a.

Preside at all meetings and hearings of the Planning Board and shall have
the duties normally conferred by parliamentary procedure;

Sign all approved final plats and site plans;

Appoint committees and a chairperson thereof:

. Be an ex-officio member of all Planning Board committees;

Sign all contracts, agreements and other instruments made and approved
by the Planning Board;

Serve as official spokesperson for the Planning Board. However, written
public statements, press releases, etc. shall be approved by the members.

Perform all the duties incidental to the office;

Perform such other duties as may, from time to time, be required, and:
Call emergency meetings of the Planning Board with a consensus of four
(4) Planning Board members, with at least 48 hours notice whenever
possible.

Vice Chairperson

The Vice Chairperson shall:

a. Perform all the duties of the Chairperson in case of his or her
absence;
b. Perform such other duties as may, from time to time, be assigned

by the Chairperson. :
Secretary
The Secretary shall, with the assistance of such Staff as is available:
a. Keep the minutes and records of the Planning Board;

b. Provide notice of all meetings to Planning Board members:



IlD.

IE.

C. Ascertain that proper and legal notice of hearings has been

provided;
d. Attend to the correspondence of the Planning Board; and
€. Read all official correspondence to the Planning Board as part of

the minutes of the public hearings

These functions can be divided as needed at the discretion of the
Planning Board, among Planning Department Staff, the Clerk/Transcriber
and elected Secretary of the Planning Board. The person designated to
perform these functions need not be a Planning Board member.

In the absence of the Secretary due to illness or personal reasons, the
Chairperson shall appoint a temporary Secretary.

4, Other Officers

Other officials shall have such authority and perform such duties as, from
time to time, may be assigned by the Planning Board.

Planning Board Committees

The Chairperson may appoint committees, pertaining to special projects or
studies, of any number from the membership. Such committees shall report to
the Planning Board and may advise the Planning Board as to actions, which may
be taken by the Planning Board as a whole.

Planning Board committees may solicit advice and expertise from outside its
membership. If such advice and expertise carries a fee, funds must be approved
by the Town Board.

Planning Board committees are distinguished from Town Commitiees in that
Town Committees are appointed by the Town Board. Town Committees may
assist the Planning Board in a similar fashion as a Planning Board committee if
their purpose is so designated.

Alternate Members

As per Local Law 1 of 2000, the Town Board shall appoint two (2) alternate
members to the Planning Board to serve in the event of a conflict of interest, illness,
vacation, or other absence. The Planning Board Chairperson may designate an
alternate Planning Board member to serve in a particular matter or matters in the
event of an absence, conflict of interest, or scheduling difficuity. Upon designation,
the alternate Planning Board member shall have all of the same duties and
responsibilities of a regular Planning Board member.
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Vacancies

If a vacancy shall occur other than by term expiration, it shall be filled by the Town
Board by appointment for the remainder of the unexpired term.

Terms of Officers
The officers of the Planning Board shall be elected for one year terms.

lll. Meetings
Open Meetings Law

Under the terms set forth herein, the Open Meetings Law shall apply to meetings of
the Planning Board, and appropriate notice shall be given.

Public Hearings and Public Information Sessions

1. As Required by Law

The Planning Board shall hold public hearings as required by law.

2. As Allowed

The Planning Board may hold public hearings or public information sessions, in
addition to those required by law, when it is deemed such hearings or sessions
would be in the best interest of the public and other parties concerned.

3. Advertisement

Any matter for which a public hearing or information session is required by law or
by determination of the Planning Board shall be advertised for public hearing or
information session upon its addition to the meeting agenda.

4. Conduct for all Public Hearings

a. Any person wishing to comment shall be recognized by the
Chairperson and shall give his or her name and address.

b. The Chairperson shall assure an orderly hearing and shall take
necessary steps to maintain the order and decorum of the hearing
at all times. The Chairperson shall reserve the right to terminate or
adjourn the hearing in the event the discussion becomes unruly or
unmanageable,



Il C. Schedule

Regular Planning Board meetings will be held each month on a schedule
established by the Planning Board. All meetings shall begin at 7:00 p.m. unless
otherwise announced. If any such day should fall on a legal holiday, or for other
reasons by which the Planning Board cannot meet, the new meeting date shail
be determined by the Planning Board.

All matters on the regularly scheduled Planning Board agenda must be submitted
to the Planning Department by the submission deadline for that meeting in order
to be placed on the agenda, unless the Planning Board by majority. vote allows
for extension of the submission deadline.

1. Regular Meetings

The Board shall set the dates of its regular meetings by Resolution.

2. Special Meetings

Planning Board members may, at a regular meeting, set a special meeting when
deemed necessary.

3. Emergency Meetings

The Chairperson may call an emergency meeting when necessary, and upon
concurrence of four (4) members of the Planning Board. All members of the
Planning Board shall be notified of such emergency meeting and the date, time,
place, and agenda, at least 48 hours prior to the meeting, whenever possible.

4. Workshop Sessions

A Workshop Session primarily consists of matters for in-depth discussion or
educational purposes. General or specific planning or procedural information, or
work updates on particular topics as provided by planning staff or consultants are
appropriate matters. Workshop Sessions are not intended to be held to discuss
particular applications before the Planning Board. Accordingly, Workshop
Sessions may be less formal than Regular, Special, or Emergency Meetings.
Public comments may be allowed at the discretion of the Planning Board
Chairperson.

The Planning Board may conduct workshop sessions as deemed necessary. Such
sessions shall be subject to all provisions of the New York State Open Mestings
Law.
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5. Annual Meeting

The annual organizational meeting of the Board shall be the first regular meeting in
the month of January of each year. At such time the Planning Board shall elect
officers, designate the dates of regular meetings for the upcoming year, and
conduct such other business as is necessary.

Executive Session

Executive Sessions of the Planning Board shall be conducted only in accordance
with the New York State Open Meetings Law. All official actions of the Planning
Board shall be taken at an open public meeting.

IV Proceedings
Governing Rules

Robert's Rules of Order, as revised, shall serve as guidelines for the Planning
Board's proceedings, except as specified otherwise by the Planning Board Policies
and Procedures.

Quorum

A quorum shall consist of four (4) members of the Planning Board, or not less than
a majority of the members.

Voting
1. Action

Action shall be taken only upon the affirmative vote of a necessary number of
members as provided by law, i.e. a quorum, which is a majority of the full Planning
Board. Each member shall have one vote. A majority vote of those members
present but not in sufficient number to constitute a majority of the entire
membership of the full Planning Board, shall not constitute any formal action by the
Board.

In the event of a tie vote, the proposition being voted has not been acted upon.
The Chairman of the Planning Board shall have the same right to act on matters
before the Board as other members, including the right to make and second
motions.

2. Disqualification

Each member of the Planning Board shall vote on all questions before the Board
unless required to abstain in accordance with any applicable law or regulations.
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The member in question shall cite the categorical reason for abstaining.
Examples of such reasons include, but are not limited to, business interest,
financial interest, or relationship with the applicant. Indecision is not a valid
reason for abstaining from voting.

For reasons of a conilict of interest, bias, prejudice, iliness, vacation, or other
absence, such member shall contact the Planning Board Chairman and
Community Development Department Planning Staff, so that an Alternate
Planning Board member may be designated to substitute for the unavailable
Board member,

\Y MINUTES AND RECORDS OF MEETINGS

Records

Minutes shall be kept of all Planning Board meetings and hearings. At a minimum,
minutes shall include the names of persons appearing and addressing the Planning
Board; a summary of statements made at public hearings, actions taken; findings
made, if any, and reasons therefor.

The official record of meetings shall be the minutes prepared by the Community
Development Department Planning Staff. Should such meetings and hearings be
recorded for later transcription, such recordings shall be retained for a period of not
less than three (3) years and any notes made during any meeting shall be
maintained as part of the official record.

The official record shall be kept in the office of the Town Clerk of the Town of
Queensbury.

Copies and Distribution

Copies of meeting minutes shall be sent to all members of the Planning Board.
Copies shall be available in the Community Development Department offices for
use by Community Development Department Planning Staff, including the Code
Compliance Officer.

Adoption

Minutes shall not be considered officially adopted until formally approved by the
Planning Board.

Resolutions
Resolutions are recorded as a part of all minutes taken, since Resolutions are

considered the Planning Board's official actions. Resolutions are also transcribed
as separate documents and are provided to the Town Clerk within 5 days, or as
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prescribed by law. Resolutions are also kept as part of the official files for the
corresponding applications and matters to which they pertain.

V]l  PUBLIC INFORMATION

In compliance with the Freedom of Information Law (FOIL), the right of the public of
access to records of meetings and documentation, in accordance with law, shall not
be denied. The Records Officer of the Town shall be designated as the Information
Officer and shall fill all requests for information as required by the Freedom of
Information Law. The Town Clerk shall collect any fees, as established from time to
time by the Town Board, for copies made of any such documents requested. Any
such fees collected shall be given to the office of the Town Clerk.

VIl  ETHICS

Town Code

Rules of ethical conduct for public officers, employees, and administrative Board
members of the Town of Queensbury are governed by the Code of Ethics as
adopted by the Town Board of the Town of Queensbury and as outlined in
Chapter 14 of the Code of the Town of Queensbury.

The Code prohibits a Planning Board member from participating in any official
action affecting the Board member’'s own pecuniary or material interests, or that
of his or her immediate family or his or her firm, partnership or association; from
using the position to obtain an unwarranted privilege; or from acting in a manner
that would cause a reasonable person to conclude that the Planning Board
member can be improperly influenced or that a person could unduly enjoy the
Planning Board member’s favor in the performance of his or her official duties.

Disclosure
Any Planning Board member who believes that he or she should not participate
in the discussion and vote on any issue shall recuse himself or herself, and

publicly disclose on the official record the nature and extent of any direct or
indirect financial or other private interest held in such application.

VIIl Amendments to Bylaws

These Bylaws may be amended only by the affirmative vote of a two-thirds majority vote
of the Planning Board members.



POLICIES AND PROCEDURES
l ORGANIZATIONAL MEETING

At each organizational meeting all new members shall receive copies of the following

itemns:

Planning Board Bylaws

Policies and Procedures

Town of Queensbury Comprehensive Land Use Plan
Copy of the Town of Queensbury Code

Zoning Map

. & o & @

Educational materials as received from time to ime will also be distributed. Amendments
or revised documents will be distributed upon final adoption.

INA.

I B.

IiC.

li ESTABLISHMENT OF AGENDA

Ready Agenda

This agenda is the initial agenda maintained by the Community Development
Department Planning Staff, and notes all matters for which preliminarily complete
applications have been timely submitted to the Planning Board.

Meeting Agenda

The meeting agenda is prepared by Community Development Department
Planning Staff and is authorized for distribution upon approval of the Planning
Board Chairperson,

Meeting agendas consist of all matters for which public hearings have been
advertised or for which no public hearing is necessary. Meeting agendas are
comprised of old business, new business, and/or other matters for which
applications are not necessary, such as workshop sessions.

Agenda Limits (adopted April 24, 2003, revised April 26, 2005)

1. Maximum Number of ltems

The maximum number of items to be considered by the P!énning Board during a
typical monthly review shall be fourteen (14).

2. Application Placement on the Agenda
Applications will be considered for placement on the Board’'s agenda as follows:

a. Applications tabled to a specific calendar date;
b. Applications referred by the Town Board;

10
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3.

Old business previously reviewed and satisfying submission requirements;
Complete application received during the previous month but not placed due
to agenda limits, in excess of the 14 item limit; and

New applications satisfying submission requirements.

Agenda Modification

The Planning Board agenda may be further modified at the discretion of the
Planning Board Chairman and/or zoning Administrator.

il SITE VISITS

Site visits by all Planning Board members should be conducted prior to the meeting.
Site visits done by Planning Board members as a group should be limited to touring the
sites, without substantive discussion of the applications.

IV MEETINGS

IV A. Schedule

The Planning Board shall have two (2) regular meetings to be held on the 3" and
4™ Tuesdays of each month. The second regular meeting may be cancelled if all
agenda items can be covered during the first meeting. All meetings shall begin at
7:00 p.m. unless otherwise announced. Meetings shall take place at the Town of
Queensbury Community Center, unless otherwise noticed.

Additional meetings may be established by the Planning Board Chairperson in
consultation with Planning Staff.

IV B. Public Notice

1.

Regular Meetings

Meetings scheduled one week or more in advance shall be subject to a
minimum notice of three (3) days. Such notice shall be provided to the
newspaper of record in addition to posting in the Queensbury Town offices.

Special Meetings

Planning Board members may, at a regular meeting, set a special meeting
when deemed necessary.

Emergency Meetings

Meetings scheduled less than one week in advance shall be subject to
notice to the media and posting as soon as possible.

1



Workshop Sessions
The Planning Board may conduct workshop sessions as deemed necessary.
Public Hearings

All public hearings require five (5) days advance notice to appear in print in
the local newspaper of record. Anyone who wishes to may speak at any
public hearing. Any speaker shall identify himself or herself when making
comments. All comments shall be addressed to the Planning Board, not to
the applicant. Comments may be made in the form of questions, but neither
the appiicant nor the Board is necessarily obligated to answer them. The
purpose of public comments is to bring issues to the attention of the
Planning Board, not to engage in dialogue with the applicant. The Planning
Board has the sole discretion to determine whether questions or comments
require response and, if so, when, how and by whom response shall be
provided.

IVC. Order of Business

The Chairperson shall call the meeting of the Planning Board to order. Business of
a meeting shall be conducted as follows:

CoONOORWN=

Approval of minutes of previous meeting(s);
Expedited Matters

Sketch Plans

Applications tabled to a specific calendar date
Applications referred by the Town Board

Old Business; public hearing if scheduled
New Business; public hearing if scheduled
Discussion ltems

Committee and officers reports;

10. Correspondence;
11. Election of officers, if appropriate;
12. Adjournment.

IVD. Recording

IVE.

All meetings shall be recorded. Proceedings shall be stopped when recording tape
stops. All speakers shall speak into the microphone at the location designated by

the Planning Board.

Public Participation

It is the intent of public hearings and public information meetings to allow public
participation. Such participation shall be directed to the Planning Board.

12
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IV G.
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V B.

VIA.

Tabling Motions/Request for Additional Information

Motions to table and/or requests for additional information shall specify the date
for continuation and submission of requested information.

Continuation of Public Hearings

Public hearings that are continued need not be re-noticed, but should be duly
announced at the conclusion of discussion of the application.

V ALTERNATE MEMBERS

Use of Alternate Members

Alternate members are to be used only in cases of absence, conflicts of interest,
or scheduling difficulties. The use of alternates to continually alter the
membership of the Planning Board is not intended. Regular Planning Board
members shall attend and participate unless an absence or conflict is duly noted.

The Chairperson of the Planning Board shall designate the use of an alternate
member. Planning Board members shall inform the Chairperson and Planning
Staff of any absence, if known in advance, so that an alternate member may be
used.

Duties

Alternate Planning Board members shall have the same powers and duties as
regular members.  Alternate Planning Board members shall review the
applications and minutes as supplied and may request additional information as
necessary. Alternate Planning Board members are encouraged to perform site
visits.

VI  ADVISORY COMMITTEES

Town Committees

Town Committees have regularly scheduled meeting times. All Town Committee
activity should be ratified by vote of the commitiee before presentation to the
Planning Board. All substantive actions of the committee should be recorded in the
written minutes kept current by the Committee Chairperson or Chairperson
designee.

Town Committee members are appointed by the Town Board.

13
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Planning Board Committees

To facilitate accomplishment of the Planning Board's work, the Planning Board
Chairperson may establish temporary Planning Board commitiees to assist in
duties, including but not limited to:

1. Preparation of Comprehensive Plans and amendments;

2. Preparation of Zoning Ordinances and amendments;

3. Preparation of Subdivision Regulations and amendments; and
4, Conduct of studies and surveys.

Conduct of Planning Board Committees

The members of Planning Board Committees shall be recommended at the Annual
Meeting of the Planning Board in January of each year or as needed. The
members of said committees shall serve for the term of one year or until a
successor has been appointed. The Chairperson of each standing committee shall
report to the Planning Board when there is business to report, or by call of the
Planning Board. The Planning Board Chairperson shall be a non-voting ex-officio
member of alt Planning Board Committees.

Any committee may solicit advice from citizens who are not members of the
Planning Board.

Vil  APPLICATION REVIEW
Schedule
Complete applications for Planning Board review are due the 15th day of each
month or the next business day by the end of the Community Development
Department regular workday.

Pre-application Conference

A pre-application conference conducted by Planning Staff with applicants and/or
their representatives is required before applications are accepted for submittal.

14
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Complete Application

Applications must be considered preliminarily complete for purposes of
commencing review by Community Development Department Planning Staff to
be included on the Planning Board meeting agenda. All applications submitted
will be checked against the "Plan Review Checklist" and "Application Review
Checklist” by Community Development Department Planning Staff.

Applicants will be informed in writing of incomplete submissions.
Staff Notes
1. Purpose

Professional Staff develops Staff notes as a summary tool to assist the Planning
Board in assessing applications. Staff notes are not meant to replace the
evaluation and analysis performed by the Planning Board.

2. Format

Staff notes contain the following elements:

» Project description

+ Project analysis

» Areas of concern or importance

= Comments, suggestions, and considerations

Staff notes are developed after a thorough review of all items noted on the
"Application Review Checklist." The "Application Review Checklist” is not meant
to be all-inclusive and Staff must use their professional judgment in analysis and
evaluation of a proposal. Staff notes also consider and evaluate a proposal as
per SEQRA (State Environmental Quality Review Act) items.

3. Distribution

Staff notes are provided to all Planning Board members, the applicant and
applicant representatives, and a copy is placed in the official applicant files. Staff
notes are also available to any members of the public who request them.

4, Other Review Assistance
Staff will initially determine when other review assistance in evaluating proposals
is required. Such assistance includes, but is not fimited to engineering, traffic,

lighting, noise, and other Town department or State/Federal agency input. The
Planning Board may request additional technical assistance when applicable.

15



VIl E. Consultant Notes

Engineering or other consultants to the Town of Queensbury shall provide in
writing their analysis of projects according to Town of Queensbury Code or other
questions as given to them, in writing, by Staff or as directed by the Planning
Board.

VIl F. Types of Applications
1. Administrative - Community Development Department Planning Staff

Two Lot Subdivisions

Subdivisions of parcels into two lots for single family dwelling unit
purposes shall be permitted without Planning Board approval if the Zoning
Administrator determines compliance with Section 178-6 of the Town of
Queensbury Code, and as amended.

Boundary Line Adjustments
Boundary line adjustments to correct a boundary of a lot, so long as such

conveyance does not create additional lots, are not considered
subdivisions. :

Co-location of Telecommunications Towers

Applications for shared use of existing towers shall not be subject to Site
Plan review or Public Hearing provided the application complies with the
terms and conditions noted in Section 179-73.1 E of the Town of
Queensbury Code, and as amended, as determined by the Zoning
Administrator.

2. Zoning Changes - Planning Board Jurisdiction

Zone changes require application to the Town Clerk for consideration by
the Town Board. A "Petition for a Change of Zone" application must be
completed along with a Full Environmental Assessment Form (EAF), or
short EAF if so determined by Community Development Department
Planning Staff. Zone changes require the Planning Board to review the
Petition and make non-binding, advisory recommendations to the Town
Board upon referral. The Town Board also conducts a Public Hearing on
any request for zone change.

3. Site Plan Review
Site Plan Review applications usually have a public hearing. However, a
public hearing is not required as per 179-36 of Town Code, and as

amended. Applications must be accompanied by a Short or Full EAF, as
appropriate. ~ Waivers from some Site Plan requirements may be

16



requested by the applicant, in writing, to the Planning Board for
consideration.

Subdivision Applications

Subdivision applications require a three-step process: sketch plan review,
preliminary plat review, and final plat review. Waivers from some
subdivision application requirements may be requested by the applicant,
in writing, to the Planning Board for consideration. The Planning Board
may allow variations from the three-step process regarding the sketch
plan review stage. '

Sketch plan review does not require a Public Hearing. A Public Hearing is
required for Preliminary Plat Planning Board reviews. A Short or Full EAF,
as appropriate, must accompany the application. The Planning Board
may require a Public Hearing for Final Plat review if the Finai Plat is not in
complete conformance with the Preliminary Plat, if new issues are raised,
or if the Planning Board determines it is in the public interest to conduct a
Public Hearing.

Freshwater Wetlands

Activities on or adjacent to a Freshwater Wetland as per Local Law 1,
1976, require a permit, upon Site Plan review by the Planning Board.

Transient Merchant/Transient Merchant Market - Planning Board
Jurisdiction

Operation as a Transient Merchant/Transient Merchant Market requires
application to the Town Clerk for consideration by the Town Board. The
Planning Board is required to review the application and make advisory
recommendation fo the Town Board upon referral. The Town Board
conducts a Public Hearing on these applications.

An appropriate EAF is also required.

Telecommunication Towers

Site Plan review is required, with additional application items as per
Section 1798-73.1 of the Town of Queensbury Code, and as amended. A
Visual EAF is required in addition to a Full or Short EAF, as appropriate.
Interpretation Requests, Variances, and Appeals

Interpretation requests, variances, and appeals are under the jurisdiction
of the Zoning Administrator and/or Zoning Board of Appeals.

17



9. Special Use Permits

Special Use Permits are required for certain classes of projects including
but not limited to Marinas, Kennels, and additional use in specific zones as
identified in the Zoning Ordinance Schedule of Uses, ‘Article 10, and all
other applicable sections.

VIl G. Modifications
1. Site Plans

Modifications to site plans are subject to Planning Board review. A Public
Hearing is required if the modification is considered material as determined by
the Town of Queensbury Zoning Administrator or Planning Board.

2. Subdivisions

Maodifications to subdivisions are subject to Planning Board review. A Public
Hearing is required if the modification is considered material as determined by
the Town of Queensbury Zoning Administrator or Planning Board.

VIl H. Planned Unit Developments (PUD's)

A Planned Unit Development (PUD) is a special zoning category, which allows flexible
land use and design through the use of performance criteria to meet the objectives
noted in the Town of Queensbury Code, Section 179-51, and as amended. PUD's
require a zoning map change to accommodate the overall concept. Subsequent
development of the PUD requires Subdivision and/or Site Plan approval by the Planning
Board.. Other considerations pertaining to PUD's, as noted in the Town of Queensbury
Code, must also be followed.

VIl I. Application Forms

Application Forms for subdivision and site plan approval are available at the Department
of Community Development. Application forms may be changed from time to time to
reflect changes in Municipal Codes or affiliated regulations.

Vi J. Expedited Review (adopted September 24, 2002)

1. Purpose
The Planning Board (the Board) recognizes that certain classes or categories of
projects that require the approval of the Board may be appropriately reviewed
and approved in an expediied manner. This policy is developed in order to:

identify those classes of project(s) that may be eligible for expedited review and;
outline the process by which such projects shall be reviewed.

18



Projects reviewed under this policy shall be handled in a manner consistent with
NYS Town Law, the Town of Queensbury Subdivision and/or Zoning ordinance,
and the NY State Environmental Quality Review Act (SEQRA).

Itis the policy of the Planning Board that any applications submitted, and
requiring a permit, where the project has already been constructed, or where
construction is underway, without a permit having been granted, shall not be
eligible for expedited review.

Classes of Project Eligible for Expedited Review

a. Replacement Uses Where No Physical Alterations to Site/Facilities are
Proposed _

Applications requiring site plan approval by the Planning Board where no major
physical alterations to the site are required or proposed and where no major
physical improvements to the site structure are required (or requested by the
Board), may be eligible for an expedited review. This class of project may allow
changes in occupancy (or tenant) for a previously approved commercial or
industrial site plan where no increase in the intensity of use (i.e., increase in
traffic, noise, parking, etc.) is proposed. Minor site modifications may be allowed
under this classification.

b. Boathouses, Conversion of Boathouses, Waterfront Decks

Applications for covered boathouses, conversion of peaked roof boathouses to
flat-roofed boathouses, waterfront decks, normally requiring site plan approval by
the Planning Board where the project does not require any relief from the Town's
zoning ordinance, may be eligible for expedited review. This class of project may
be eligible for expedited review where the applicant and/or Zoning Administrator
can identify minirmal or no impacts to adjoining properties and the environment.

c. Hard Surfacing within 50 feet of a Shoreline or Filling/Excavation of the
Shoreline.

Applications for hard surfacing within fifty (50) feet of a shoreline,
filling/excavation, alteration of a shoreline normally requiring site plan approval by
the Planning Board, may be eligible for expedited review, if not located within a
Critical Environmental Area (CEA). Applications should demonstrate compliance
with best management practices and regulations as published or adopted by
NYS DEC, LGPC, US EPA, USDA , US ACOE, or other federal or State
regulating authority. ’

d. Off Premise Directional Signs
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e. Modification of Previously Approved Subdivisions

Applications for modifications to subdivisions previously approved by the
Planning Board normally requiring site plan approval by the Planning Board
where the modification involves adjustments to property line(s) and no new lots
are proposed. This class of project may be eligible for expedited review where
the applicant and/or Zoning Administrator can identify minimal or no impacts to
adjoining properties and the environment.

f. Subdivision of Lands Creating Four (4) or Fewer Lots

Applications for subdivision approval creating four (4) or fewer lots where the
property has not been previously subdivided. This class of project may be
eligible for expedited review where no new roads are to be constructed,
conventional on site wastewater disposal or municipal disposal is proposed, no
variances are requested or required, no associated site plan is. proposed, and
which is not located wholly or partially within a CEA.

Procedure

The Zoning Administrator shall notify relevant applicants of their eligibility for
inclusion in the expedited process, and explain the procedure. The Zoning
Administrator shall evaluate a completed site plan application for eligibility and
place the application on the Planning Board agenda for consideration by the
Board.

The Planning Board Chairman shall conduct a public hearing of all projects on
the expedited list. The Chairman shall poll the public in attendance at the
Planning Board meeting for participation in the public hearing process. If there is
no indication of participation, the Chairman may advise the applicant that his/her
comments are not necessary, unless Planning Board members have questions,
or if the project is recommended for further review by the Planning Board. Shouid
public participation be extensive, the Chairman may recommend the project for
further review by the Planning Board.

After opening and closing the public hearing(s), the Planning Board Chairman shall
invite discussion on the projects from the members of the Planning Board. After
discussion has been completed — the Chairman shall entertain resolution(s)
autherizing action on the matter(s). Compliance with 6 NYCRR Part 617 (SEQRA)
is required.
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VIII. Planning Staff Duties

» Staff shall provide administrative assistance with applications, meefing
agendas, meetings, minutes, and other duties as directed and appropriate.

» Staff shall provide a summary of considerations based on professional
evaluation of all information presented by the applicant, utilizing the provisions
as set out in Town Code for zoning and subdivision regulations, and other
applicable sections of the Town Code as necessary.

» Staff shall participate in Planning Board meetings as requested and directed by
the Board.

» Staff shall perform an on-site investigation of all applications and note if the field
check does not conform to the plans submitted, or if there are questions to that
effect.

» Staff shall assist the Planning Board with preparation and updates of the
Comprehensive Land Use Plan (CLUP), CLUP amendments, and special
studies, as directed and as appropriate.

= Staff shall assist the Planning Board with preparation and updates of the Zoning
and Subdivision Ordinances, their amendments, and other regulations, as
directed and as appropriate.

o Staff shall work with Town and Planning Board Committees, as directed and as
appropriate.

» Staff shall participate in pre-application meetings with applicants and/or their
representatives.

» Staif shall modify application forms as necessary.

 Staff shall provide educational materials and participate in Planning Board
workshops, as directed and appropriate.

» Staff will be available to discuss regulations and applications with Planning
Board members.
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