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RULES AND PROCEDURES 
OF THE CITY OF BLACK DIAMOND 

PLANNING COMMISSION 
 

 
The following Rules and Procedures are adopted by the City of Black Diamond Planning 
Commission to facilitate the performance of its duties and functions as empowered in 
Chapter 2.24, Black Diamond Municipal Code.  
 
 
Section 1. Meetings 
 

A. Regular meetings.

 

  The Planning Commission meets regularly on the first 
Tuesday evening following a regularly scheduled City Council meeting, 
commencing at 7:00 p.m. in the City Council Chambers.  Regular City Council 
meetings are held on the first and third Thursday of each month.  

B. Special meetings.

 

  The Planning Commission shall meet for special meetings at 
the call of the Chair or by majority vote of the Commission. A minimum of 24 
hours notice shall be provided to each Commission member and the public for 
special meetings.  

C. Cancellation.

 

 If no matters over which the Planning Commission has jurisdiction 
are pending upon its calendar, a meeting may be canceled at the notice of the 
Chair or Secretary provided at least 24 hours in advance. A majority vote of the 
Commission may also result in cancellation of a meeting.  

D. Open Meeting Requirements and Notification.

 

  The open meeting requirements 
of State law (RCW 42.30) shall apply to all Planning Commission meetings. 
Notification procedures shall follow the requirements of applicable sections of 
Black Diamond Municipal Code or standard City practice as established by the 
City Clerk. 

Special meetings shall be noticed by:  a) delivering written notice personally by 
mail, fax or by electronic mail at least 24 hours in advance to Planning 
Commission members; b) delivering written notice personally by mail, fax or 
electronic mail at least 24 hours in advance to the official City newspaper and 
also to each media publication and individual which has filed a written request 
with the City to be notified of Planning Commission meetings and c) posting the 
notice on the City’s website.  
 

E. Record

 

.  All public hearing procedures shall be recorded. This record will 
normally be an audio recording by means of electronic equipment. Recording of 
work/study sessions is not required. 

F. Minutes

 

.  The Community Development Department staff will prepare written 
minutes of all meetings that includes pertinent information, motions, decisions 
made, and actions and votes taken.  
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Section 2.   Officers 
 

A. The Planning Commission shall have a Chair, Vice-Chair and any other such 
officer as the Commission may, by majority vote, approve. Officers shall be 
elected by majority vote of present Commission members.  

 
B. Temporary Chair. 

 

If both the Chair and Vice Chair are absent from a meeting, the 
Planning Commission shall, by a majority vote of those members present, elect a 
temporary Chair for that meeting.  

C. Election. 

 

The election of officers shall occur annually at a regularly scheduled 
meeting in the month of January. The term of office of each officer shall run until 
the subsequent election.  

D. Vacancies. 

 

A vacancy of the office of the Chair caused by his or her resignation 
shall be filled by the Vice-Chair. A vacancy of the office of Vice-Chair or any 
other office of the Planning Commission shall be replaced by majority vote of the 
Planning Commission at the next regular scheduled meeting after the vacancy 
occurs.  

E. Duties of Officers.  

 

The duties and powers of the Chair and Vice Chair shall be as 
follows; the duties and powers of any other officer shall be as defined by the 
Commission at the time the position is created.  

 
Chair:   

a. To preside at all meetings of the Planning Commission.  
b. To call special meetings of the Planning Commission.  
c. To sign documents on behalf of the Planning Commission. 
d. To act as a liaison between the Planning Commission and other 

City entities, including the City Council. 
e. To appoint Planning Commission members to serve on other City 

committees, advisory groups and task forces when requested to 
do so by the City Council.  

f. To create temporary committees of one or more members. 
g. The Chair shall be considered as a member of the Commission 

and have full right to have his/her own vote recorded in all 
deliberations. Unless otherwise stated, the Chair’s vote shall be 
considered to be affirmative for the motion.  
 

Vice-Chair:  

 

During the absence of the Chair or upon request of the Chair, 
the Vice-Chair shall exercise all the duties and be subject to all the 
responsibilities of the Chair.  

 
Section 3.   Secretary 
 
The Community Development Director or his/her appointee, shall act as the Secretary of 
the Planning Commission and shall keep and retain a record of all meetings of the 
Commission and its committees.  
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Section 4.   Quorum  
 
A simple majority of the appointed members shall constitute a quorum for the transaction 
of business. A quorum must be in attendance in order to conduct a meeting, to transact 
any business or to render a recommendation. Every motion of the Planning Commission 
requires approval of a majority of the Planning Commission members present to pass.  
 
 
Section 5.  Absence of Members 
 
In the event of a member being absent for three (3) consecutive regular meetings, or 
being absent from 25% of the regular meetings during any calendar year, without being 
excused by the Chair, the Commission may request the Mayor to ask for his or her 
resignation. To be excused from a meeting, members must inform the Chair or Secretary 
in advance of a scheduled meeting or by the end of the next business day following the 
meeting. 
 
 
Section 6.  Vacancies 
 
Should any vacancy occur among the membership of the Planning Commission by 
reason of death, resignation, disability, or otherwise, the Secretary shall immediately 
notify the City Clerk and request the Mayor to appoint a replacement at the earliest 
possible time.  
 
 
Section 7.  Disqualification 
 
No member of the Planning Commission should participate in any discussion or vote on 
any matter in which the member has a direct and substantial personal or financial 
interest potentially sufficient to create a conflict between the interest in serving the public 
good and the other interest. The other interest may be private gain, financial or personal, 
and it may benefit the member, a relative, a friend, or employer. The member should 
publicly indicate the potential conflict of interest and leave the meeting room until the 
matter is disposed. The minutes shall show that the member left the room and abstained 
on any vote.  
 
 
Section 8.  Conduct of meetings 
 

A. General

 

.  The Chair has broad authority over all matters regarding the conduct of 
meetings. He/she shall exercise this authority to promote the fullest possible 
presentation of information and discussion of matters before the Commission, 
while permitting the orderly and timely completion of Planning Commission 
business.  

B. Use of Roberts Rules of Order

 

.  The Planning Commission may refer to the 
applicable provisions of Roberts Rules of Order for guidance for items not 
addressed by these Rules and Procedures.  
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C. Executive sessions

 

.   Executive sessions can only be held in accordance with the 
State Open Public Meetings Act.  

D. Public comment

 

.  On specific agenda items, other than public hearings, the Chair 
may allow comments from the audience with the consent of the Commission. 
Audience members must be recognized by the Chair in order to speak.  

 
Section 9.  Order of Business 
An agenda shall be prepared by the Secretary for each meeting and will generally 
consist of the following order of business: 
 

A. Call to order/roll call/establishment of quorum 
B. Approval of content/order of agenda 
C. Approval of minutes of previous meetings 
D. Public comment on any topic that is not the subject of a public hearing to be 

considered on the agenda. The Chair may limit comment to no more than 3 
minutes per speaker and no more than three speakers on any one topic.  

E. Public hearings. 
F. Study/work sessions.  
G. Unfinished business.  
H. New business. 
I. Report of the Community Development Department.  
J. Reports of any Planning Commission members.  
K. Public comments from the audience, limited to 3 minutes per speaker.  
L. Adjournment. 

 
The order of business may be changed or amended during the meeting by the Chair with 
the consent of the majority of Commission members present.  
 
 
Section 10.   Rules of Procedures for Public Hearings 
 
Periodically, the Planning Commission conducts public hearings on various issues as 
required by ordinance. The following procedures shall be used for conducting all public 
hearings: 
 

A. The Chair shall declare the Public Hearing open and ask for a staff presentation.  
B. Staff shall provide a presentation of the matter under consideration.  
C. Individual Commission members may ask clarifying questions of staff.  
D. The Chair shall then call for public testimony, either for or against. Testimony 

must be called for three times. The Chair retains the right to establish a time limit 
on the length of individual testimony. 

E. Written comments may be submitted to the Community Development 
Department by noon of the day of the hearing or to the Chair during the hearing. 
These comments will become part of the official record and shall be considered 
by the Commission in its action. 

F. The purpose of public testimony is to provide comments to the Commission, not 
ask questions of staff. All members of the public shall address the Commission. 
Staff will only respond to inquiries if asked to do so by the Chair. Commission 
members may question a speaker on any matter related to his/her comments.  
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G. At the discretion of the Chair, individuals may be allowed to speak more than 
once, time permitting.  

H. Based upon the testimony, the Commission may ask questions of staff.  
I. Chair closes the public hearing. The hearing may be reopened by motion to 

accept additional testimony. 
J. The Commission shall then consider all the information presented and deliberate 

on the matter. Clarifying and procedural questions may be asked of staff, but 
public comment is not allowed unless the hearing is reopened per (I) above.  

K. After continuation, the Commission may: 
1. Make a recommendation to the City Council by motion and approval 

of a majority of those member present; or 
2. Leave the written record open for a specified time period; or 
3. Continue the hearing to a time and date certain. At that time, the 

Commission may consider whether to allow additional public 
testimony.  

L. For any non-legislative matter, the Commission shall make Findings and 
Conclusions that support its recommendation.  

 
 
Section 13.  Communications as Planning Commission members. 
 
The Planning Commission serves in an advisory role to the City Council and makes 
decisions in the form of recommendations to the Council. All Commission 
recommendations are forwarded to the Council for its consideration, whether a 
recommendation to approve or deny.  
 
In communicating with the City Council or members of the public, Commission members 
need to clarify whether they are speaking as individual citizens or as a member of the 
Commission. If speaking as a member of the Commission, only the official, voted 
recommendation of the Commission should be discussed, provided that, a member can 
speak on behalf of a minority opinion for which the Commission has agreed it may be 
officially communicated.  
 
 
Section 12.  Amending the Rules of Procedure 
 
The rules of procedure may be amended at any regular meeting of the Planning 
Commission by a majority vote of the appointed members.  
 
 
Section 13.  Validity 
 
If any portion of these rules and procedures are found to be invalid, that part or parts will 
not invalidate the remainder of the rules.  
 
 
ADOPTED by the Planning Commission this 10th day of March, 2009.  
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______________________________________ 
Chair 
 
 
 
 
______________________________________ 
Vice-Chair 
 
 
 
 
Attest: 
 
 
 
________________________________________ 
Steve Pilcher, Community Development Director  


