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APPENDIX A:  POLICY 18-01 FINDINGS OF FACTS FOR PLATTING ACTIONS

[bookmark: SECTION_I][bookmark: _bookmark0][bookmark: PURPOSE]SECTION I PURPOSE

The purpose of this manual is to provide a resource for Platting Board members and the platting officer to locate policies and procedures affecting Platting Board meetings and actions.  This document shall be used as a guide in conjunction with MSB Title 43 and Roberts Rules of Order and other applicable documents.  No policy or procedure herein shall alter or conflict with any borough code.


[bookmark: SECTION_II][bookmark: QUASI-JUDICIAL,_LEGISLATIVE,_&_ADMINISTR][bookmark: _bookmark1]SECTION II
QUASI-JUDICIAL, LEGISLATIVE, & ADMINISTRATIVE DEFINITIONS

(1) QUASI-JUDICIAL
The Platting authority administers Title 43, Subdivisions. It issues decisions on requests for variances, preliminary plats, master plan approvals and other requests within Title 43. The platting board or platting officer act in a quasi-judicial role, which means they have powers resembling those of a judge, insofar as it makes official decision on the respective rights or claims of parties appearing before it.

(2) LEGISLATIVE
While the MSB Assembly has broad executive powers, the Platting Board is limited to an advisory role to the Assembly with legislative matters. Legislative actions can vary greatly and address a broad range of issues. Examples of legislative type of actions include ordinance changes, ROW vacations and easement eliminations and modifications.

(3) ADMINISTRATIVE
This can include items such as approval of agenda items, meeting schedule dates, elections, and changes to policies and procedures of the Platting Board.


[bookmark: SECTION_III][bookmark: _bookmark2]SECTION III
[bookmark: SPECIAL_RULES_OF_ORDER;_POLICIES_AND_PRO]SPECIAL RULES OF ORDER; POLICIES AND PROCEDURES

Borough code specifies that the Platting Board shall conduct meetings under the current edition of Robert’s Rules of Order Newly Revised, and such modified or amended rules as may be adopted by the Board.

Robert’s Rules of Order Newly Revised, provides for the adoption of special rules of order amending the rules of order contained within its specified parliamentary manual. The Platting Board, with the adoption by resolution of this manual, hereby adopts the following special rules of order, policies and procedures.
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(1) [bookmark: (1)_ELECTIONS][bookmark: _bookmark3]ELECTIONS
(A) The officers of the Platting Board shall be elected annually from and by the members of the Platting Board on the first meeting after January 1, according to the requirements of MSB 4.05.110 Officers.
(B) Nominations for Chair and Vice-Chair shall be made from the floor. The Platting Clerk shall be the Platting Division Administrative Specialist.
(C) A separate vote shall be taken for each office.

(2) [bookmark: _bookmark4][bookmark: _TOC_250001]ATTENDANCE REQUIREMENTS
Notwithstanding the removal and vacancy guidelines in MSB 4.05.030, all Platting Board members are expected to attend all regular and special meetings. If a member cannot attend a meeting, the member must make every effort to contact the Platting Clerk at a minimum 48 hours prior to the start of the scheduled meeting.

(3) [bookmark: (3)_VOTING_REQUIREMENTS]VOTING REQUIREMENTS
Platting Board members are appointed by the Mayor and confirmed by the Assembly to perform specific tasks. Board members are expected to vote on items before them for consideration. The right of abstention shall be used sparingly, particularly on quasi-judicial actions, and generally only when other board members find that a conflict of interest or ex parte’ contact is applicable, according to MSB 43.10.055.  An affirmative vote of 4 is required to take positive action on a motion.  If a board member deems more information is necessary to make a decision on an item, that member should make a motion to postpone action and request staff to provide the specific information needed.  If the motion to postpone fails, the board shall proceed with the vote and each board member should vote yes or no. 

(4) [bookmark: (4)_DUTIES_AND_RESPONSIBILITIES][bookmark: _bookmark5]DUTIES AND RESPONSIBILITIES
The duties of all parties are as follows:
(A) Board members shall:
(1) Prepare for all meetings by reading the packet thoroughly.
(2) Contact the platting clerk with questions prior to the meeting.
(3) Avoid self-investigation.
(4) Examine all the given facts on issues and make the best decisions possible.
(B) The Chair shall:
(1) preside over all meetings of the Board
(2) act as parliamentarian according to Roberts Rules of Order and this manual, and may consult with the clerk.
(C) The Chair can speak in discussion and vote on all questions. However, in order to prevent the possible influencing of the other members the Chair should wait until all other members have spoken.
(D) The Vice-Chair shall act as Chair in the absence of the Chair.
(E) The Platting Officer shall act as secretary to the board (MSB 43.10.035).
(F) The Platting Board Clerk shall:
(1) Take, sign, and keep record of the minutes and proceedings of the Platting Board.
(2) Assist the Chair during meetings by keeping a record of motions, tallying votes, and other such means.

(3) Keep attendance records and notify the Chair of absences and vacancies.
(4) Keep a record of meeting attendance, travel and other reimbursable expenses of the Board, and submit bills for payment.
(5) Maintain and have available at meetings a copy of the applicable version of Robert’s Rules of Order Newly Revised, and such Special Rules of Order and Standing Orders as may be adopted by the Board.

(5) [bookmark: (5)_REGULAR_MEETING_PROCEDURES][bookmark: _bookmark6]REGULAR MEETING PROCEDURES
Regular Platting Board meetings are held on the 1st and 3rd Thursdays of each month, unless otherwise approved. The Platting Clerk will draft and distribute a schedule of Platting Board meetings in January of each year for review and approval by the Board.
(A) Regular meetings begin at 1:00 pm.
(B) The agenda for each regular meeting will follow the order of business as follows:
1. Call to Order
a. Roll Call and Determination of Quorum
b. Pledge of Allegiance
c. Approval of Agenda (This places agenda items on the floor for discussion)
2. Approval of Minutes
3. Audience Participation
4. Unfinished Business
5. Reconsiderations/Appeals
6. Public Hearings
7. Items of Business & Miscellaneous
8. Platting Staff & Officer Comments
9. Board Comments
10. Adjournment
(C) All Platting Board meetings, including special meetings, have a mandatory adjournment time of 12:00 am (Midnight).
(D) Members are required to obtain the floor before making motions or speaking.
(E) Informal discussion of a subject is permitted while no motion is pending, subject to approved suspension of the rules.
(F) There is no limit on the number of times a member can speak to a question, however, the member can only speak again after all other members have been given the opportunity to speak to the questions first.

(6) [bookmark: (6)_PUBLIC_HEARING_PROCEDURES][bookmark: _bookmark7]PUBLIC HEARING PROCEDURES
Platting Board meetings begin promptly at 1:00 pm. The following occurs for each public hearing on the agenda:
(A) Chair reads the agenda item to be addressed.
(B) The number of Public Notices are stated by the Clerk.

(C) Staff presents their report. This report includes findings of fact and staff recommendation. The Board may ask staff questions about the application or staff recommendations.
(D) The Applicant(s) or their representative shall be provided the opportunity to come before the Board to give an overview of their application and are limited to three (3) minutes. The Board may not question the applicant at this time.
(E) Chair opens the floor for public testimony.
(F) Members of the public are invited to testify on the item before the Board in the order that they signed the Public Testimony Hearing Sign-In Sheet located on the table in the back of the Assembly Chambers. Testimony is limited to three (3) minutes per person, except in the case of a representative of a state agency or officials of a city or borough recognized community council, who shall be allowed five (5) minutes.
· Each person should move to the testimony table in the front of the room facing the Board when their name is called, clearly pronounce and spell their last name for the record, and then begin their statement. No one is allowed to speak from the audience without signing in and coming forward when their name is called.
· The Board may question members of the public who testify, however, questions should be brief and limited to the specific case being considered, and should not occur in a manner that causes opportunity for one person to have an unfair advantage over another individual who testifies.
(G) The Public Testimony is closed by the Chair.
(H) The Applicant(s) or their representative shall be allowed five (5) minutes to speak to provide their verbal testimony and answer questions that may have been raised during previous public testimony. The board may ask the applicant questions at this time.
(I) A motion is made to take action on the application and seconded by another member of the Board. This allows discussion of the motion.
(J) The Board discusses the motion(s) and then votes. Four affirmative votes are necessary for approval of the proposed action.
(K) Platting Board actions are final unless appealed to the Board of Adjustments and Appeals per MSB 15.39.

(7) [bookmark: (A)_The_planning_department_adopts_offic][bookmark: _TOC_250000]FINDINGS OF FACT
(A) The planning department adopts official policies to clarify or expand on certain issues or to standardize certain procedures within the department. This procedures manual incorporates by reference Planning Department Policy 018-01 (Appendix A), or the most recent version, which formalizes the Findings of Fact that platting staff will use to review, evaluate and recommend actions and conditions of approval on quasi-judicial requests. 
(B) If the board fails to garner enough votes to approve an application, or if they should disagree with staff’s recommendation, they should craft and adopt findings of fact supporting the decision.  Regardless of voting in the positive or the negative, all board members should vote on the findings that support the reason for the decision.


(8) [bookmark: (8)_RECONSIDERATION][bookmark: (applicable_to_Quasi-Judicial)]RECONSIDERATION (applicable to Quasi-Judicial)
Reconsiderations pertaining to Quasi-judicial acts are outlined in MSB Title 43.35.005

[bookmark: (applicable_to_legislative_acts.)](applicable to legislative acts.)
(A) A motion to reconsider a vote may be made only by a member who voted with the prevailing side. The motion shall be made during the meeting at which the action is taken.
(1) A proper motion to reconsider suspends implementation and effect of the decision for which reconsideration is moved, until the next regular meeting or until the Board takes action on that motion, whichever occurs first. Actions that cannot be reconsidered are defined in the current edition of Robert’s Rules of Order Newly Revised.
(2) Only one motion to reconsider shall be entertained on any resolution or action even if the Board overturns the original action. If a motion to reconsider a particular ordinance fails, a second motion to reconsider the same action shall not be in order.

(9) [bookmark: (9)_PERMANENT_RECORDS_AND_HANDOUTS][bookmark: _bookmark8]PERMANENT RECORDS AND HANDOUTS
(A) [bookmark: (A)_The_following_Platting_Board_documen]The following Platting Board documents and records shall, to the extent reasonable, follow the formatting of similar documents in the borough clerk’s office:
(1) Agendas
(2) Meeting minutes
(3) [bookmark: (B)_Meeting_handouts_presented_to_the_Bo]Platting Board resolutions
(B) Meeting handouts presented to the Board during a meeting outside of the context of the packet shall become part of the permanent meeting record.
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