
ARTICLE I

Established

SECTION I. The Planning Commission shall be established in accordance with 

state law as provided in Pacifica Municipal Code Section 2-2.201.

Purpose

SECTION II. The purpose of the Planning Commission shall be to recommend 

and advise the City Council in the preparation, adoption, and amendment of the City's General 

Plan, Local Coastal Plan, Zoning Law, and other specific and area development plans which 

provide for and control the future physical development and conservation of the City, based 

upon geographic, social, economic, and environmental characteristics of the community. The 

Planning Commission shall also advise the Council on private development plans for the City 

and from time-to-time approve or deny permits for such development in accordance with the 

State Planning Law and the City's established development review standards and processes.

Membership

SECTION III. Members shall be appointed to the Planning Commission by the 

City Council.  As provided in Resolution No. 33-2013 of the City Council, the Council shall make 

appointments to the Planning Commission in March of each year to fill any vacancies.
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SECTION IV. The Planning Commission shall consist of seven (7) members who 

shall each serve four (4) year terms (see Pacifica Municipal Code Section 2-2.105 regarding 

successive terms).

SECTION V. Members may be removed at any time by a majority vote of the 

City Council.

Annual Report

Section VI. The Planning Commission shall submit an annual report on its 

activities to the City Council in February of each year, as provided in Resolution No. 33-2013 of 

the City Council.

ARTICLE II

Meetings

SECTION I. There shall be an annual meeting of the Planning Commission at 

the first (1st) regular meeting of April of each year for the purposes set forth in Section I of 

Article IV herein.

SECTION II. There shall be a regular meeting of the Planning Commission on 

the first (1st) and third (3rd) Monday of each month at 7:00 p.m. at the City Council Chambers, 

2212 Beach Boulevard. If any regular meeting falls on a City-observed holiday, such regular 

meeting shall be held on the next business day.

SECTION III. The Planning Commission may hold a study session at any time or 

location within the City as indicated in a meeting agenda posted as required by law at least 72 

hours in advance of the meeting.  A study session may be called by the Planning Director with 

concurrence of the Chair of the Commission or by a majority vote of the Planning Commission.
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A study session allows the Planning Commission to receive input 

from an applicant, the public, and/or staff and provide informal direction to an applicant and/or 

staff regarding any project or topic within the Commission’s jurisdiction.  A study session is 

open to the public, although it is not a public hearing and the Planning Commission will take no 

formal action.

SECTION IV. All Commission meetings and study sessions shall be conducted in 

compliance with the Ralph M. Brown Act.

SECTION V. Four (4) Commissioners constitute a quorum of the Commission 

and must be present to call the Commission to order and to vote on any matter. In order to be 

effective, zoning and General Plan amendments must have the affirmative vote of four (4) 

members. The majority vote of the quorum present is sufficient to act on other matters, 

including adoption of meeting minutes.

SECTION VI. The Planning Commission may from time to time conduct a 

special meeting.  Each Commissioner shall be notified of the time, place, and purpose of any 

special meeting. Said notice shall be given in writing by the Planning Director at least 24 hours 

before the time appointed for such meeting. In addition, said notice shall be posted or 

delivered elsewhere as required by law.

SECTION VII. All meetings of the Commission shall be open and public, except 

where a closed session is authorized by law.

SECTION VIII. Meetings shall be called to order by the Chair of the Commission 

or if absent, by the Vice Chair. In the absence of both, the Planning Director shall select an 

Acting Chair.



Planning Commission By-Laws
Page 4

SECTION IX. The Recording Secretary shall take a roll call and keep a record of 

those Commissioners present, absent or excused.

SECTION X. The order of business shall be as follows and shall be shown on 

the agenda of each regular meeting:

a. Roll call

b. Salute to flag

c. Approval of order of agenda

d. Approval of minutes

e. Designation of liaison to City Council meetings

f. Oral Communications

g. Consent Calendar

h. Public Hearings

i. Study sessions

j. Other agenda items for consideration

k. Commission Communications

l. Staff Communications

m. Adjournment

The Planning Director, with concurrence of the Chair of the 

Commission, may prepare an agenda with a different order of business to ensure efficient 

conduct of a meeting.

SECTION XI. The order of business may be altered by a vote of the majority of 

Commissioners present under the "Approval of Order of Agenda" agenda item.
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SECTION XII. The procedures for oral communications shall be as follows:

a. There will be one opportunity for Oral Communications on each regular 

Planning Commission Agenda.

b. Any person wishing to address the Commission shall be recognized by the 

Chair during Oral Communications, provided, however, that during the Oral Communications 

portion of the agenda, only items not on the agenda for that meeting may be addressed. All 

remarks shall be addressed to the Commission as a body and not to any member thereof.

c. The Chair shall state at the beginning of each meeting the Commission's policy 

regarding three-minute limitation on comments by the public.

d. Management of Oral Communications cards: The cards will be taken in the 

order received by the Chair.

e. Citizens who anticipate concerns exceeding three minutes are encouraged to 

submit comments in writing in advance to the Planning Director for prior distribution to the 

Commission.  Information should be submitted at the earliest feasible time prior to the 

meeting.

f. Concerns should be limited to items within the subject matter jurisdiction of 

the Planning Commission only. Submission of comments in writing is encouraged in lieu of 

lengthy oral presentations.

g. If there are a number of people requesting to speak on a particular subject 

under Oral Communications, the Chair may request that a spokesperson be designated to 

represent an organization or group and may request that other speakers in the group limit their 
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comments to indicating their agreement with the spokesperson. A show of hands may also be 

requested.

h. No action can be taken on items raised under Oral Communications, except 

that, upon conclusion of Oral Communications, Commissioners may briefly respond to 

statements or questions made. In addition, in response to questions posed by the public, 

Commissioners may ask a question for clarification, refer the matter to staff, or request staff to 

report back to the Commission at a subsequent meeting. The Planning Commission may also 

direct staff to place the matter on a future agenda.

i. Commissioners should not get in a debate with a member of the public during 

Oral Communications. Upon conclusion of Oral Communications, the Chair will provide 

Commissioners with the opportunity to respond to comments or correct any misstatements 

made by a member of the public if a Commissioner wishes to do so.

SECTION XIII. The conduct of hearings shall be as follows:

a. The Chair shall ask for, and the staff shall present the staff report.  The 

Commission may then ask staff questions to obtain factual information in order to better 

understand the matter before it. However, Commissioners' comments or deliberation upon the 

project shall be reserved until after the public hearing.

b. The Chair shall open the public hearing, if one is required.

c. The applicant, or a representative, may then offer any written or oral evidence 

or testimony in support of the application. The applicant, or representative, shall be limited to 

ten (10) minutes.
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d. The Chair shall then solicit from the audience any person or persons desiring 

to speak in regard to the application. In order to insure that all members of the public have an 

opportunity to speak and that the Commission is able to complete the public's business, there 

will be a three-minute limitation on comments by the public unless otherwise approved by a 

majority of the Commission. Individual speakers may not speak twice on the same item unless 

responding to a question by a Commissioner.

e. The applicant may make a rebuttal presentation, limited to three (3) minutes, 

after which the public hearing shall be closed. This provision is intended to terminate further 

discussion by those in favor and those against the application, in order to allow the Commission 

to conduct its deliberations. However, nothing herein shall prevent a member of the 

Commission from addressing a direct question to an applicant or any person(s) in favor of, or in 

opposition to, the proposal after the close of public testimony.

f. Thereafter, the Commission shall take whatever action it deems appropriate 

on the application. In the event of a tie vote, no action is taken and the application is denied. 

Additional motions may be considered or the Commission may move to continue the item to 

another date when the full Commission will be present.

g. The following appeal statement shall be read following the public hearings:

"ANYONE AGGRIEVED BY THE ACTION OF THE PLANNING COMMISSION HAS 

10 CALENDAR DAYS TO APPEAL THE DECISION IN WRITING TO THE CITY 

COUNCIL."
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ARTICLE III

Appeals

SECTION I. The applicant or his/her representative or any aggrieved or 

interested party may appeal any decision of the Planning Commission to the City Council, in 

writing within ten (10) days of the Commission action unless another period is established by 

law. It shall be the duty of the City Manager to transmit such written appeal and the relevant 

information of the Commission's action to the Council in the form of a written report of the 

action taken by the Commission. The Commission shall be represented by its liaison at the 

Council meeting at which the appeal is considered.

SECTION II. The City Council shall hear and consider the appeal by holding a 

public hearing. Upon consideration of an appeal, the City Council may deny the appeal, grant 

the appeal, refer the matter back to the Planning Commission for reconsideration, or provide 

such relief as is reasonably included within the appeal. In doing so, the City Council may 

approve, deny, or modify the permit at issue or any of its conditions of approval.

SECTION III. If the matter is referred back to the Planning Commission for 

reconsideration, the Planning Commission shall hold a public hearing upon such 

reconsideration. The applicant shall be forthwith notified if the matter is referred back to the 

Planning Commission, and shall also be notified prior to the date of any action to be taken on 

an appeal to the City Council.
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ARTICLE IV

Duties

Election of Chair and Vice Chair

SECTION I. At the annual meeting of each year described in Section I of 

Article II, the Commission shall nominate and elect a Chair and Vice Chair from the voting 

members, who shall preside beginning at the next regular meeting after the election. The 

Commission may also elect such other officers as it may deem necessary. In case of failure to 

elect at the time specified, the election shall take place at the next regular meeting. The Chair 

shall not succeed him/herself.

The Chair, Vice Chair, and other officers shall hold their respective 

offices until the next annual election. An incumbent officer shall continue in his/her office until 

a successor is elected and takes office. Officers shall perform such duties as prescribed herein, 

and such other duties the Commission may prescribe.

In the event that the office of Chair or Vice Chair is vacated by 

resignation or other circumstance, the Commission shall, at the next regular meeting, conduct 

an election to fill the vacant office. Such electee(s) shall hold office until the next annual 

election.

Duties of the Chair

SECTION II. The Chair shall preside at all meetings of the Commission. The 

conduct of meetings shall be in accordance with these By-laws. When the Commission has no 

established rule of parliamentary practice, the Chair may be guided by Robert's Rules of Order.  

The Chair shall execute all resolutions or other formal documents on behalf of the Commission.
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Duties of the Vice Chair

SECTION III. The Vice Chair shall act, in the absence of the Chair at any 

meetings when the Chair is absent or unable to act. In such case, all duties of the Chair shall 

temporarily be performed by the Vice Chair. If the office of Chair is vacated by resignation or 

other circumstance, the Vice Chair shall succeed to the office of Chair. The Chair elected to such 

a partial term shall not be precluded from succeeding him/herself at the next annual meeting. 

The office of Vice Chair shall be filled at the next regular meeting. The Vice Chair elected for 

said partial term shall not be precluded from succeeding him/herself at the next annual 

meeting.

Duties of the Subcommittees

SECTION IV. The Planning Commission may appoint subcommittees and their 

Chairs to investigate and make recommendations to the Commission concerning matters within 

the jurisdiction of the Planning Commission.

All subcommittees shall consist of not more than three (3) 

Planning Commission members. The Commission may at any time change the number of 

members of any subcommittee in such a way as it may deem best.

A majority of any committee shall constitute a quorum of such a 

committee.

Duties and Conduct of Commissioners

SECTION V. In any matter before the Commission, Commissioners shall make 

no personal commitment or opinion prior to Commission's action and shall keep unbiased and 

open minds on all issues prior to the vote.
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SECTION VI. Any Commissioner who is disqualified from voting on a particular 

matter by reason of a conflict of interest shall publicly state the nature of such disqualification 

in open meeting. A Commissioner who is disqualified by reason of a conflict of interest in any 

matter shall not remain in his/her seat during the debate and vote on such matter, but shall 

request and be given permission of the Chair to step down from the Commission table and shall 

exit the Council Chambers. A Commissioner stating such disqualification shall not be counted as 

a part of a quorum and shall be considered absent for the purpose of determining the outcome 

of any vote on such matter.

SECTION VII. Each Commissioner, when so appointed as liaison by the Chair, 

shall represent the Planning Commission at the meetings of the City Council on issues that have 

previously been heard by the Commission. The liaison shall present the majority position of the 

Planning Commission and may respond to questions from the City Council. The liaison shall not 

be an advocate for or against any application, but shall be an information resource to the City 

Council. In the case of a split vote, the liaison may also explain any minority position, being 

explicit that these are the opinions of the minority.

Duties of the City Attorney

SECTION VIII. The City Attorney or his/her designee shall provide legal advice to 

the Commission on matters and applications presented to the Commission. The City Attorney 

or his/her designee shall also act as parliamentarian for the Planning Commission when there 

are questions of proper procedure.
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Duties of the Planning Director

SECTION IX. The Planning Director shall perform the duties required by law 

and all duties of such office as provided herein and as directed by the Planning Commission. 

The Planning Director shall prepare and attest to all resolutions or other formal documents 

adopted by the Commission. The Planning Director shall prepare and maintain a true and 

complete file of the proceedings of the Commission and shall have charge of all appropriate 

books, documents, and papers of the office. For these purposes the Planning Director shall 

make and keep, or hire a Recording Secretary to prepare, a set of minutes that summarize 

Planning Commission deliberations and actions, to be duly signed by the Planning Director, and 

to serve as the official minutes of the Planning Commission.

It shall further be the duty of the Planning Director to receive 

applications on land use matters and to transmit same to the Commission in a timely manner.

It shall further be the duty of the Planning Director or designee to 

provide the Commission with any advice or assistance that s/he believes is desirable; to execute 

on the Commission's behalf and as they so direct, applicable Use Permits, Variances, and other 

planning permits and documents; and to supply in writing to the Commission and the applicant, 

before the Commission's regular or special meetings, recommendations from the staff, plot 

plans and other applicable information.

It shall further be the duty of the Planning Director to enforce the 

Zoning Ordinance and other related planning and zoning ordinances of the City. 
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ARTICLE V

Amendments

SECTION I. These By-Laws may be added to, or amended, at any regular 

meeting. All amendments to the By-Laws shall require at least a majority vote of the total 

membership.

Adopted: January 4, 1 960
Amended: March 4, 1963
Amended: September 21, 1964
Amended: November 20, 1967
Amended August 26, 1968
Amended: April 13, 1970
Amended: July 12, 1971
Amended: April 3, 1972 (Res. #376)
Amended: November 17, 1975 (Res. #451)
Amended: February 22, 1994
Amended: September 18, 1995
Amended: March 18, 1996
Amended: July 7, 2008
Amended: April 17, 2017


