
PUBLIC NOTICE 
CITY OF BERKLEY, MICHIGAN 

WORK SESSION - CITY PLANNING COMMISSION 
 

Tuesday, March 1, 2022 
7:00PM – City Council Chambers 

Information: 248-658-3320 
 

CALL TO ORDER 

PLEDGE OF ALLEGIANCE 

ROLL CALL 

COMMUNICATIONS 

CITIZEN COMMENTS 

AGENDA 

1. DISCUSSION: Matter of discussing creation of DDA Design Overlay District and ordinance 
language related to the DDA Guidelines. 

2. DISCUSSION: Matter of discussing rules of procedure. 

 

ADJOURN 

Notice: Official Minutes of the City Planning Commission are stored and available for review at the office 
of the City Clerk. The City of Berkley will provide necessary reasonable auxiliary aids and services, such 
as signers for the hearing impaired and audio tapes of printed materials being considered at the meeting, 
to individuals with disabilities at the meeting upon four working days notice to the city.  Individuals with 
disabilities requiring auxiliary aids or services should contact the city by writing or calling:  City Clerk, 
ADA Contact, Berkley City Hall, 3338 Coolidge, Berkley, Michigan 48072, (248) 658-3300. 
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Results and Analysis

City of Berkley DDA Design Guidelines & Zoning Ordinance 
Amendments
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Which group do you currently serve on for the City of Berkley?

2

54%

38%

8%

0% 20% 40% 60% 80% 100%

Planning Commission

Downtown Development Authority

Both

(N = 13)
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Which group do you currently serve on for the City of Berkley?

3

Response Count (N) Percentage (%)

Planning Commission 7 54%

Downtown Development Authority 5 38%

Both 1 8%

Total Responses 13



© 2022

Building Placement (setbacks and location)

4

100%

0%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Building Placement (setbacks and location)

5

Response Count (N) Percentage (%)

Design Standard (must) 13 100%

Design Guideline (encouraged but not required) 0 0%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Setback Character (space between the building and sidewalk edge)

6

38%

54%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Setback Character (space between the building and sidewalk edge)

7

Response Count (N) Percentage (%)

Design Standard (must) 5 38%

Design Guideline (encouraged but not required) 7 54%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Building Orientation (location of primary entrances to the street and/or public places)

8

69%

31%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Building Orientation (location of primary entrances to the street and/or public places)

9

Response Count (N) Percentage (%)

Design Standard (must) 9 69%

Design Guideline (encouraged but not required) 4 31%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Connectivity (pedestrians, cyclists & vehicles)

10

31%

62%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Connectivity (pedestrians, cyclists & vehicles)

11

Response Count (N) Percentage (%)

Design Standard (must) 4 31%

Design Guideline (encouraged but not required) 8 62%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Outdoor Amenity Space (plazas, courtyards, outdoor dining, public art)

12

23%

62%

15%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Outdoor Amenity Space (plazas, courtyards, outdoor dining, public art)

13

Response Count (N) Percentage (%)

Design Standard (must) 3 23%

Design Guideline (encouraged but not required) 8 62%

Not appropriate for Zoning Ordinance amendments 2 15%

Total Responses 13
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Parking Lots (location, screening, pedestrian access, adaptive re-use)

14

92%

8%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Parking Lots (location, screening, pedestrian access, adaptive re-use)

15

Response Count (N) Percentage (%)

Design Standard (must) 12 92%

Design Guideline (encouraged but not required) 1 8%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Parking Structures (location, design)

16

77%

15%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Parking Structures (location, design)

17

Response Count (N) Percentage (%)

Design Standard (must) 10 77%

Design Guideline (encouraged but not required) 2 15%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Landscape & Streetscape Design (planting design, site furnishings like benches and trash receptacles)

18

23%

69%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Landscape & Streetscape Design (planting design, site furnishings like benches and trash receptacles)

19

Response Count (N) Percentage (%)

Design Standard (must) 3 23%

Design Guideline (encouraged but not required) 9 69%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Service Areas, Utilities & Mechanical Equipment (location, screening, lighting, location, number of areas)

20

77%

23%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Service Areas, Utilities & Mechanical Equipment (location, screening, lighting, location, number of areas)

21

Response Count (N) Percentage (%)

Design Standard (must) 10 77%

Design Guideline (encouraged but not required) 3 23%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Stormwater Management (low impact development principles, maximize stormwater quality, stormwater management as site amenity)

22

69%

23%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Stormwater Management (low impact development principles, maximize stormwater quality, stormwater management as site amenity)

23

Response Count (N) Percentage (%)

Design Standard (must) 9 69%

Design Guideline (encouraged but not required) 3 23%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Neighborhood Transitions (design, screening, amenities for adjacent neighborhood, pedestrian/bike/vehicular connections)

24

58%

42%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 12)
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Neighborhood Transitions (design, screening, amenities for adjacent neighborhood, pedestrian/bike/vehicular connections)

25

Response Count (N) Percentage (%)

Design Standard (must) 7 58%

Design Guideline (encouraged but not required) 5 42%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 12
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Architectural Character (fit with context, create pedestrian-friendly environment)

26

54%

38%

8%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Architectural Character (fit with context, create pedestrian-friendly environment)

27

Response Count (N) Percentage (%)

Design Standard (must) 7 54%

Design Guideline (encouraged but not required) 5 38%

Not appropriate for Zoning Ordinance amendments 1 8%

Total Responses 13
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Building Mass & Scale (building height and articulation)

28

77%

23%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Building Mass & Scale (building height and articulation)

29

Response Count (N) Percentage (%)

Design Standard (must) 10 77%

Design Guideline (encouraged but not required) 3 23%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Overall Facade Character (enhance community image, compatible with context, convey visual interest)

30

38%

62%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Overall Facade Character (enhance community image, compatible with context, convey visual interest)

31

Response Count (N) Percentage (%)

Design Standard (must) 5 38%

Design Guideline (encouraged but not required) 8 62%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Ground Floor Design (recessed entries or courtyards, windows, avoid blank walls, high percentage of windows, changes in materials, design 
and orientation of primary building entrance, awnings and canopies)

32

73%

27%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 11)



© 2022

Ground Floor Design (recessed entries or courtyards, windows, avoid blank walls, high percentage of windows, changes in materials, design 
and orientation of primary building entrance, awnings and canopies)

33

Response Count (N) Percentage (%)

Design Standard (must) 8 73%

Design Guideline (encouraged but not required) 3 27%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 11
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Iconic Design Features (at certain locations)

34

8%

77%

15%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Iconic Design Features (at certain locations)

35

Response Count (N) Percentage (%)

Design Standard (must) 1 8%

Design Guideline (encouraged but not required) 10 77%

Not appropriate for Zoning Ordinance amendments 2 15%

Total Responses 13
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Building Elements (forecourts, plazas, arcades, porches, visual consistency with adjacent buildings)

36

23%

77%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Building Elements (forecourts, plazas, arcades, porches, visual consistency with adjacent buildings)

37

Response Count (N) Percentage (%)

Design Standard (must) 3 23%

Design Guideline (encouraged but not required) 10 77%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Building Materials (required or allowed materials, design, materials as accents only)

38

54%

46%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Building Materials (required or allowed materials, design, materials as accents only)

39

Response Count (N) Percentage (%)

Design Standard (must) 7 54%

Design Guideline (encouraged but not required) 6 46%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Exterior Lighting (improve pedestrian realm, highlight distinctive features of a site, minimize impact on adjacent properties, 
shielded/focused light sources, coordinate fixture design with abutting properties)

40

85%

15%

0%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Exterior Lighting (improve pedestrian realm, highlight distinctive features of a site, minimize impact on adjacent properties, 
shielded/focused light sources, coordinate fixture design with abutting properties)

41

Response Count (N) Percentage (%)

Design Standard (must) 11 85%

Design Guideline (encouraged but not required) 2 15%

Not appropriate for Zoning Ordinance amendments 0 0%

Total Responses 13
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Energy Efficiency, Collection and Conservation (sustainable building design, energy efficiency)

42

15%

69%

15%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Energy Efficiency, Collection and Conservation (sustainable building design, energy efficiency)

43

Response Count (N) Percentage (%)

Design Standard (must) 2 15%

Design Guideline (encouraged but not required) 9 69%

Not appropriate for Zoning Ordinance amendments 2 15%

Total Responses 13
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Environmental Performance in Building Elements (sustainable building materials, natural environmental control, minimize visual impacts of 
energy devices)

44

8%

77%

15%

0% 20% 40% 60% 80% 100%

Design Standard (must)

Design Guideline (encouraged but not required)

Not appropriate for Zoning Ordinance amendments

(N = 13)
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Environmental Performance in Building Elements (sustainable building materials, natural environmental control, minimize visual impacts of 
energy devices)

45

Response Count (N) Percentage (%)

Design Standard (must) 1 8%

Design Guideline (encouraged but not required) 10 77%

Not appropriate for Zoning Ordinance amendments 2 15%

Total Responses 13
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Do you have anything to add to clarify your choices in the above question?

46

Response No Answer text

1

This was really hard because there are so many nuances to the chapters.  Some parts of a chapter 
could be encouraged, while others in the ordinance.  Additional stormwater things would be great, but 
not to replace the retention/detention requirements of new development.   And I just think the 
likelihood of a parking structure is very, very low. Outdoor dining should be allowed by right, but we 
need to come up with criteria for that. So many parts to deal with!
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Do you have anything to add to clarify your choices in the above question? (Continued)

47

Response No Answer text

2 item k:  screening and connections are different subjects - screening a must, connections encouraged.
item o:  mostly 'must, but not all

3
Landscaping plantings should be specified but site furniture does not need to required in every case. 
Lighting standards for shielding/impact on adjacent properties must be included but all others could 
be encouraged.
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Please rank in terms of importance the inclusion of the following types of regulations for new developments, other than single-family, in the 
Zoning Ordinance amendments to implement DDA Design Guidelines:

48

8%

62%

8%

31%

38%

85%

69%

0% 20% 40% 60% 80% 100%

Architectural regulations in terms of building materials, colors,
and façade design

Architectural regulations for building articulation, height
variation and building step backs on upper stories

Regulations to create a quality pedestrian realm in terms of
primary entrance location and design, percentage of windows,

landscaping and ground floor design.

0 - Not Important 1 - Somewhat Important 2 - Important N/A - Neutral

Weighted Score: 1.44
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Please rank in terms of importance the inclusion of the following types of regulations for new developments, other than single-family, in the 
Zoning Ordinance amendments to implement DDA Design Guidelines: (Continued)

49

8%

23%

69%

38%

54%

23%

62%

23%

0% 20% 40% 60% 80% 100%

Regulations requiring new buildings to match the context of the
surrounding buildings

Regulations to mitigate stormwater impacts, such as Low Impact
Design.

Regulations requiring sustainable building design and energy
efficiency.

0 - Not Important 1 - Somewhat Important 2 - Important N/A - Neutral
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Please rank in terms of importance the inclusion of the following types of regulations for new developments, other than single-family, in the 
Zoning Ordinance amendments to implement DDA Design Guidelines:

50

Response
0 - Not 

Importan
t

1 -
Somewh

at 
Importan

t

2 -
Importan

t

N/A -
Neutral

Weigh
ted 

Score

Total 
Respo
nses

Architectural regulations in terms of building 
materials, colors, and façade design

0% 62% 38% 0%
1.38 13

0 8 5 0

Architectural regulations for building articulation, 
height variation and building step backs on upper 
stories

8% 8% 85% 0%
1.77 13

1 1 11 0
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Please rank in terms of importance the inclusion of the following types of regulations for new developments, other than single-family, in the 
Zoning Ordinance amendments to implement DDA Design Guidelines: (Continued)

51

Response
0 - Not 

Importan
t

1 -
Somewh

at 
Importan

t

2 -
Importan

t

N/A -
Neutral

Weigh
ted 

Score

Total 
Respo
nses

Regulations to create a quality pedestrian realm 
in terms of primary entrance location and design, 
percentage of windows, landscaping and ground 
floor design.

0% 31% 69% 0%

1.69 13
0 4 9 0

Regulations requiring new buildings to match the 
context of the surrounding buildings

8% 69% 23% 0%
1.15 13

1 9 3 0
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Please rank in terms of importance the inclusion of the following types of regulations for new developments, other than single-family, in the 
Zoning Ordinance amendments to implement DDA Design Guidelines: (Continued)

52

Response
0 - Not 

Importan
t

1 -
Somewh

at 
Importan

t

2 -
Importan

t

N/A -
Neutral

Weigh
ted 

Score

Total 
Respo
nses

Regulations to mitigate stormwater impacts, such 
as Low Impact Design.

0% 38% 62% 0%
1.62 13

0 5 8 0

Regulations requiring sustainable building design 
and energy efficiency.

23% 54% 23% 0%
1 13

3 7 3 0

Weighted Score: 1.44
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What additional input would you like to share?

53

Response No Answer text

1 We also need to look at allowed uses.  Are we sticking with character areas or going with FLU map idea 
of gateway corridors?

2 don't want to be design police.  keep it simple - some communities we are currently working in have 
ordinances/overlay districts/visions that are almost incomprehensible.
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What additional input would you like to share? (Continued)

54

Response No Answer text

5

I think guiding principles to determine if something should be a standard or guide is safety first.  This 
would apply to pedestrians, traffic, general public and any other properties adjacent to the DDA areas.  
Energy and environmental items would be next to land as a standards with some as guidelines.  
Aesthetic type items  should mainly land in guidelines, but some elements maybe in a grey area-these 
are probably the ones to debate.
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What additional input would you like to share? (Continued)

55

Response No Answer text

11 In general requirements that can be objectively measured (e.g., height and setback) should be 
mandatory, requirements subjective in character (e.g., aesthetics) should be guidelines



  

 

 
 
 
   

 

MEMORANDUM 

To:  Berkley Planning Commission 

From:  Megan Masson-Minock, Interim Community Development Director 

Subject: PC Rules of Procedure Review 

Date:  February 24, 2022 

The Rules of Procedure were last updated February 23, 202, to include the attendance, training, and 

continuing education requirement for PC members in O-05-20 and an annual review of the Rules of 

Procedure.  A copy of the updated by-laws are attached.  

With the volume of site plans submitted already this year, the Planning Commission may wish to amend 

the by-laws to limit the length of meetings, the number of agenda items, etc.  

I look forward to discussing the changes with you at the March 1, 2022 work session. If there are other 

suggestions to the Rules of Procedure, please do not hesitate to contact me. 

 

Thank you. 



CITY OF BERKLEY 

PLANNING COMMISSION 
 
 

 
 
 

RULES OF PROCEDURE 
Updated February 2021 

 



By-Laws and Rules of Procedure 
Page 1 

 

SECTION ONE - AUTHORITY 

 

The City of Berkley Planning Commission (hereinafter referred to as the Commission) adopts these 

rules of procedure pursuant to Public Act 33 of 2008 as amended, and the Open Meetings Act. 

 

SECTION TWO – MEMBERSHIP 

 

(1) Membership. Members shall be appointed according to the procedure as established by Berkley 

ordinances. The Commission shall consist of nine members to be appointed by City Council. 

 

a. New Appointee Training. New members appointed to serve on the Commission shall 

complete a training program within six (6) months after appointment date. The training 

program shall be approved by the Community Development Director or City Manager to 

ensure the program provides information and training on roles, responsibilities and 

planning and zoning best practices. 

 

b. Continued Education. Each commissioner shall commit to 5-6 hours of continued 

education within each fiscal year. New appointees to the Commission shall not be required 

to complete the hours of continued education within the first fiscal year of appointment. 

 

c. Reference Materials. Upon taking office, each member shall have access to the 

Orientation Guidebook stored online. Hard copies of the materials shall be provided upon 

request. The Orientation Guidebook shall consist of reference materials, such as, but not 

limited to:  

- Planning Commission Rules of Procedure 

- Berkley Master Plan and sub-area plans 

- Berkley Zoning Map 

- The Michigan Planning Enabling Act 

- The Michigan Zoning Enabling Act 

- The Planning Commissioner’s Handbook, published by the Michigan Municipal League 

- Other materials deemed necessary to familiarize a new member with the roles and 

responsibilities of the Commission. 

 

(2) Duties. 

a. Attendance. Each member has a duty to attend all meetings. 

 

b. Absences. Members who are unable to attend a regularly scheduled meeting must contact 

the Community Development Director prior to the meeting to alert to the cause of absence. 

The Commission shall determine if the absence is to be excused and approve the excused 

absence to be recorded in the meeting minutes. The Commission may postpone to excuse 

the absence of a member until the next scheduled meeting. 

 

i. A vacancy shall occur when a member has missed four (4) consecutive regular 

meetings or twenty-five percent (25%) of regular meetings held during the fiscal 

year, unless such absences have been excused by the Commission. 

 

c. Preparation. Members shall arrive prepared for the business at hand, having reviewed 

written materials and completed site visits, as necessary, to be educated on the agenda 

items. 
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d. Ex Parte Contact. Members shall avoid Ex Parte contact concerning questions or matters 

pending before the Commission.  

 

i. Ex Parte contact shall include discussions among members, applicants, or the 

public outside of a Commission meeting, including emails, about matters pending 

before the Commission. Questions or concerns shall be directed to the Community 

Development Director. 

 

 

SECTION THREE - OFFICERS 

 

(1) Selection. At the July meeting, the commission shall select by a majority vote from its 

membership a chair, vice-chair, and secretary who shall serve for a twelve-month period 

and who shall be eligible for re-election. At the July meeting, if the selection of officers 

would be impracticable due to number of commissioners present or the length of the 

agenda, then the officers shall be elected no later than a September meeting. 

 

(2) Duties. A chair shall preside at all meetings and shall conduct all meetings in accordance 

with the rules provided herein. If the chair is not able to chair a meeting or portion of a 

meeting, the vice chair shall act in place of the chair for that meeting or portion of meeting. 

The vice-chair shall act in the capacity of the chair and shall succeed to the office of chair 

in the event of a vacancy in that office. If there is a vacancy in the office of vice-chair for 

whatever reason, the commission shall select a successor to the office of vice-chair at the 

earliest practicable time. 

 

The Community Development Director or designee shall be responsible for the preparation 

of summary minutes, keeping of pertinent public records, delivering communications, 

petitions, reports, and related items of business of the commission, issuing notices of 

public hearings, and performing related administrative duties to assure efficient and 

informed commission operations. 

 

In the event that the building department is unable to keep records at a meeting, the 

secretary shall keep the summary minutes. 

 

(3) Tenure. The officers shall take office at the next meeting after their election. They shall 

hold their office until their successors are elected and assume office. 

 

 

SECTION FOUR - MEETINGS 

 

(1) Notices. All meetings shall be posted at the Berkley city hall according to the Open 

Meetings Act. The notice shall include the date, time, and place of the meeting. 

 

(2) Regular meetings. Regular meetings of the commission shall be held monthly in the city 

hall on the fourth Tuesday of every month at 7:00 p.m. The dates and times of the meeting, 

or the cancellation, shall be posted at the city hall. When a regular meeting date falls on or 

near a legal holiday, the commission shall select suitable dates in the same month, in 
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accordance with the Open Meetings Act. 

 

(3) Work session meetings. Work session meetings of the commission shall be held at the 

city hall on the second Tuesday of the month at 7:00 p.m. when the commission 

determines that a work session is necessary. 

 

(4) Other meetings. A special meeting can be called by the zoning officer, the chair of the 

Commission, or in the chair’s absence, the vice-chair. 

 

(5) Quorum. In order for the commission to conduct business or take any official action, a 

quorum consisting of five voting members of the commission shall be present. When a 

quorum is not present, no official action, except for closing of the meeting may take place. 

All items scheduled to be heard, shall be scheduled for the next regular meeting. No 

additional public notice shall be required provided the date, time, and place are announced 

at the meeting. 

 

(6) Hearings. Hearings shall be scheduled and due notice given in accordance with the 

provisions of the acts and ordinance cited in Section One. 

 

Public hearings conducted by the commission shall be run in an orderly and timely 

fashion. This shall be accomplished by the following procedure: 

 

• Introduction of case by staff. 

• The chair confirms that the applicant is present and receives an opportunity to 

describe case. 

• The chair opens discussion. The commission may ask the applicant or staff 

questions. 

• The chair opens the public hearing. Each person must state his/her name and city 

of residence for the record and may address the commission regarding the case for 

a reasonable period of time. If the case is very controversial, the chairperson may 

invite people to speak row by row to eliminate lines at the microphone. 

• The chair closes the public hearing. 

• Discussion. The commission may ask staff or the applicant questions 

• The chair shall call for a motion. 

• After a motion has been made and supported, there may be additional 

discussion. 

• The chair will call for a roll call vote. 

 

(7) Motions. The chair shall restate motions before a vote is taken. The name of the maker 

and supporters shall be recorded. The motion shall state whether the item is approved, 

approved with conditions, or denied. 

 

(8) Voting. An affirmative vote of a simple majority of the appointed commission shall be 

required for approval or to recommend approval. Voting shall be by roll call. All members of 

the commission, including the chair shall vote on all matters. The order of the voting 

members shall be varied. No member shall abstain from voting on any matter except in the 

case of a conflict of interest as provided below in Section 3.11 of these rules. 
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(9) Conditions. The commission may modify a request or impose conditions in order to 

maintain the public health, safety and welfare, in accordance with the standards set forth 

in the zoning ordinance. 

 

(10) Withdrawals. In the event that an applicant withdraws an application after the notices 

have been sent and the meeting posted, the commission shall introduce the case and 

motion to accept the withdrawal. In the event that an applicant withdraws an application 

before the notices have been sent and the meeting posted, the commission shall receive 

a copy of the withdrawal, but no motion to accept the withdrawal shall be necessary. 

 

(11) Conflict of Interest. After the introduction of a case, a possible conflict of interest shall be 

declared by a commissioner or a fellow commissioner. The commission shall discuss and 

determine if such a conflict exists.  Fellow commissioners shall make and support a motion 

to excuse the commissioner from deliberating. Voting shall be in accordance with 

subsection 3.8 above.  Upon approval, the excused commissioner shall leave the meeting 

room during deliberation of the case. The commissioner shall be called back prior to the 

introduction of the next case. A commissioner may want to consider declaring a conflict of 

interest if he or she is the applicant; if the applicant is a close friend or relative; if the 

applicant is a business partner; or if there may be an appearance of impropriety. 

 

(12) Order of Business. A written agenda for all regular meetings shall be prepared as 

follows. The order of business shall be: 

 

• Open the Meeting—Call meeting to order 

• Pledge of Allegiance 

• Roll Call 

• Approval of Agenda 

• Approval of Minutes—Each set of minutes shall be approved individually 

• Communications 

• Citizen Comments—Comments regarding items not on the agenda 

• Old Business—Items that have been postponed or referred to staff 

• New Business 

• Liaison Reports—Reports from commissioners attending the Zoning Board of 

Appeals, Chamber of Commerce, Downtown Development Authority and City 

Council meetings 

• Commissioner/Staff Comments 

• Adjourn 

 

(13) Rules of Order. All meetings of the commission shall be conducted in accordance with 

generally accepted parliamentary procedure, as governed by “Robert’s Rules of Orders.” 

 

(14) Notice of Decision. A written notice containing the decision of the commission shall be 

sent to petitioners of a request. 
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SECTION FIVE - MEETING MINUTES AND REPORTS 

 

The Community Development Director or designee shall prepare commission summary minutes. The 

minutes shall contain a brief synopsis of the meeting including a complete restatement of all motions 

and recording of votes; a complete statement of the conditions or recommendations made on any 

action; and recording attendance. All communications, actions, and resolutions shall be attached to 

the minutes. The official records shall be deposited with the city clerk. 

 

In July, the planning commission shall submit an annual report to the city council. The report shall 

contain a summary of the applications the Commission has heard and the actions taken. 

 

 

SECTION SIX - OPEN MEETINGS AND FREEDOM OF INFORMATION PROVISIONS 

 

All meetings of the commission shall be opened to the public and held in a place available to the 

general public. 

 

All deliberations and decisions of the commission shall be made at a meeting open to the public. 

 

A person shall be permitted to address a hearing of the commission under the rules established in 

subsection 3.6 and to address the commission concerning non-hearing matters under the rules 

established under subsection 3.12 to the extent that they are applicable. 

 

A person shall not be excluded from a meeting of the commission except for breach of the 

peace, committed at the meeting. 

 

All records, files, publications, correspondence, and other materials are available to the public for 

reading, copying, and other purposes as governed by the Freedom of Information Act. 

 

 

SECTION SEVEN - AMENDMENTS 

 

The commission may amend these rules by a concurring vote pursuant to subsection 3.8 during any 

regular meeting, provided that all members have received an advanced copy of the proposed 

amendments at least three days prior to the meeting at which such amendments are to be considered. 

 

SECTION EIGHT – ANNUAL REVIEW 

These rules of procedures shall be reviewed annually, at the January meeting, or if there is no January 

meeting, no later than the February meeting. 

 

Care shall be taken to ensure that these rules shall not conflict with any federal or state law or City of 

Berkley ordinance; however, if any such conflict exists, then the federal or state law or city ordinance 

shall override these rules, but only to the extent of such conflict. 
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