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By-laws
Planning Commission of Orange County, Virginia1
Article 1: Establishment
101

This Planning Commission was established in April 1966, repealed and created in
April 2004, and reconstituted March 23, 2010, by ordinance of the Board of
Supervisors of Orange County, Virginia pursuant to §15.2-2210 VA Code Ann. Its
official title shall be the Planning Commission of the County of Orange, Virginia
(hereinafter, “Commission”).

102

This Commission's purpose shall be to promote the orderly development of the
County and its environs. The Commission shall serve primarily in an advisory
capacity to the Board of Supervisors in accomplishing the objectives set forth within
§15.2-2200 VA Code Ann. The Commission shall make recommendations to the
Board and shall assist the Board in the administration of the Zoning and Subdivision
Ordinances, the Comprehensive Plan, other County policies and matters affecting
the development and growth of the County, and other matters as directed by the
Board.

103

The Commission shall have the duties set forth within §15.2-2221, §§1 5.2-2223 et
seq. and such other duties as may be prescribed within Title 15.2, Chapter 22,
§§15.2-2200 et seq., VA Code Ann.

Article 2: Membership
Membership is set forth in Sec. 2-62 of the Orange County Code.
Article 3: Officers
301

At its first regular meeting of each calendar year, the Commission shall elect from
among its members a chairman and a vice-chairman. Nominations shall be
received from the floor, and election of officers shall follow immediately thereafter.
A roll call vote shall be taken and recorded in the minutes of the meeting.
Candidates receiving votes from a majority of the membership shall be declared
elected and shall take office immediately. The new chairman shall then appoint a
secretary.

302

Once elected, the chairman and vice-chairman shall each serve (i) a term of one
year, or (ii) until such time as his term of appointment expires, whichever first
occurs. If a successor is appointed by the board of supervisors, the successor shall
not automatically assume the officer’s role—the office held by the person whose
term expired shall be treated as being vacant. However, if the member is reappointed by the board, he may continue in the office to which he was elected. If the
chairmanship becomes vacant during the year, the vice-chairman shall fill the

1 These Bylaws are intended to be gender neutral. If the masculine gender is used, it is intended to
include the feminine gender.

Page 2 of 9

unexpired term of the chairman and the membership shall elect a new member to fill
the unexpired term of the vice-chairman. If the vice-chairmanship becomes vacant
during the year, the membership shall elect a new vice-chairman to fill the unexpired
term. If the position of secretary becomes vacant during the year, the chairman
shall appoint a new secretary to fill the unexpired term.
303 The chairman shall:
A.
B.
C.
D.
E.
F.
G.
H.

preside at all meetings of the Commission,
have the authority to call special meetings in accordance with §15.2-2214 VA
Code Ann.,
have authority to prescribe a time limit for presentations made to the
Commission,
rule on all procedural questions and parliamentary disputes,
appoint committees, and be an ex officio member thereof,
sign and authenticate official documents of the Commission including the
minutes,
correspond with the Board of Supervisors on behalf of the Commission; and
carry out other duties, as set forth within these bylaws or as assigned by
majority vote of the Commission.

Additionally, the Chairman may speak, make motions, and vote on all questions.
304

The vice-chairman shall, in case of the absence or inability of the chairman to act,
assume the powers and duties of the chairman.

305

The secretary shall advertise and provide notice of meetings as required by law;
distribute to the members the meeting notice, agenda and support materials for
each regularly scheduled meeting; maintain files and public records of all
Commission business; record and prepare minutes of meetings; handle all official
correspondence of the Commission; handle funds allocated to the Commission as
specifically authorized by the Commission; and transmit to the Board of Supervisors
the annual report of the Commission, as required by law.

Article 4: Meetings
401

The Commission shall meet at 6:00 p.m. on the first Thursday of each month, in
the Meeting Room of the Gordon Building at 112 W. Main Street in Orange. A
second meeting time/date shall be reserved for 6:00 p.m. on the third Thursday of
each month, but shall not be held unless there is consensus among the majority of
the members present at the prior meeting that there is sufficient agenda material
to warrant holding the second monthly meeting. On the first Thursday in January
of each year, the Commission shall conduct an annual organizational meeting, at
which time officers will be elected and a regular meeting schedule shall be
established for the remainder of the calendar year.

402

Special meetings may be called by the chairman or by two members upon written
request to the secretary. Notice of special meetings shall be given to the members
of the Commission as set forth within §15.2-2214 VA Code Ann. and to the public
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as set forth within §2.2-3707(D) VA Code Ann.
403

All meetings shall be open to the public as required by the Virginia Freedom of
Information Act, §§ 2.2-3700 et seq. VA Code Ann. Closed meetings may be held
pursuant to § 2.2-3711 VA Code Ann. Notice of the Commission’s meetings shall
be posted in public locations, and County offices, as required by §2.2-3707(C) VA
Code Ann., at least 3 working days prior to such meetings; provided, however, that
notice, reasonable under the circumstances, of special or emergency meetings shall
be given contemporaneously with the notice provided to members of the
Commission.

404 A majority of the members shall constitute a quorum. No official action shall be
taken at a meeting unless a quorum is present, and no action of the Commission
shall be valid unless authorized by a majority vote of those present and voting.
Each member who knows that he will be unable to attend a scheduled meeting shall
notify the secretary at the earliest possible opportunity, but no later than 4:30 p.m.
on the date of a meeting. The secretary shall notify the chairman immediately in the
event that the absences of which she is aware will result in the lack of a quorum.
405

Reserved.

406

Procedural matters shall be settled in accordance with applicable provisions of the
Code of Virginia and, where the Virginia Code does not address the issue, the most
recent edition of Robert's Rules of Order. It shall be the responsibility of the
chairman to maintain order and decorum throughout each meeting.
A. In cases of breach of decorum, in order to restore order, the chairman
or acting chairman may stop a presentation, refuse to recognize a
speaker, order that a matter be carried over to the next meeting, or
take other appropriate action.
B. Any person addressing the Commission shall limit his remarks to the
time allotted by the chairman, unless the Commission extends the
time by unanimous consent.
C. Only persons recognized by the chairman may speak.
D. Questions shall be addressed to the chairman during a meeting;
answers and follow-up questions by Commission members shall be
reserved until the end of a public hearing or other presentation.
E. Staff shall make notes of questions asked, in order to assist with later
response(s).

407

Meeting agendas
A.

The secretary, in conjunction with the chairman, shall finalize the agenda
for a regular meeting, seven (7) days prior to the meeting. After that
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deadline, no new matters will be placed on the agenda except with the
permission of the chairman. Once the agenda has been finalized, the
secretary shall transmit it to each Commission member. When an agenda item
involves a particular lot, parcel or tract of land, each Commission member
shall visit the subject property prior to the meeting date.
B.

Any non-County entity or person requesting that a matter be placed on a
Commission agenda shall provide written materials explaining the specific
action(s) it seeks from the Commission, and background material and
information sufficient to allow the Commission to allow a meaningful review
of the matter. No matter initiated by application shall be placed on an agenda
until all of the information and submissions required by or in connection with
the application have been received.

C.

Any written staff report shall be submitted to the secretary: (i) 7 days prior to
the meeting; or (ii) for matters which require advertisement of a public
hearing, the date on which notice of a public hearing is first published in the
newspaper.

D.

One copy of the Commission’s agenda packet and, unless exempt by a
provision of the Freedom of Information Act, all materials furnished to
members of the Commission for a meeting, shall be made available for
public inspection within the Office of Planning and Zoning at the same time
such documents are furnished to the members of the Commission.

E.

The order of business for a regular meeting shall be as follows:
1)
Call to order
2)
Determination of quorum
3)
Approval of agenda
4)
Discussion/approval of minutes of prior meetings
5)
Public comment (matters not scheduled for public hearing at the same
meeting)
6)
Old business
a.
Board of Supervisors’ report
b.
Planning and Zoning report
7)
Public hearings
8)
New business
9)
Commission members’ comments and reports
10)
Next meeting date
11)
Adjournment

F. Unless otherwise announced by the chairman prior to opening a public
hearing, the following procedure shall apply to the conduct of a public
hearing:
1)
2)

Chairman will read a summary of the agenda item
Staff will present a report and recommendations of the Office of
Planning and Zoning. An applicant, or applicant’s
representative, will be given an opportunity to make a presentation.
If the applicant fails to appear in person or by representative at any
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hearing called for the purpose of consideration of his application, his
failure to appear may be considered by the Commission as grounds
for recommendation of denial.
3)

Staff may provide additional comment

4)

The applicant, or applicant’s representative, may offer rebuttal, limited
to points and information not previously covered.

5)

The chairman will announce that the public hearing is opened, and
shall invite public comment. In cases where a large number of
speakers are anticipated at the public hearing, a sign-up list may be
made available and the secretary will call persons to the podium in
the order in which they signed up. Other persons may be allowed to
speak, after each person on the sign-up sheet has completed their
comments.

6)

The chairman shall announce his intention to close the public hearing
and shall inquire whether there is anyone who has not yet spoken
who wishes to address the Commission. If there is no such person,
then the chairman shall declare the public hearing to be concluded.

7)

The chairman shall invite discussion by the Commission members
and, in applicable cases, shall take action as set forth in Section
409, following below.

G. Meetings of the Commission shall normally be concluded by 10:00 p.m., or
as soon thereafter as matters already opened for discussion may be
concluded. No further agenda items shall be taken up after 10:00 p.m., except
(i) advertised public hearings or (ii) other matters, by unanimous consent of
the Commission.
408 Cancellation or re-scheduling of meetings
A. Upon a finding by the chairman, or the vice-chairman if the chairman is
unable to act, that weather or other conditions are such that it would be
hazardous for members to attend a meeting, the chairman, or vice chairman, if
applicable, may cancel a meeting. Such finding shall be communicated to the
members and the press as promptly as possible. In the event of such cancellation
the Commission shall, by resolution adopted at its next regular meeting, fix the
day or days to which the cancelled meeting shall be continued. All hearings
and other matters previously advertised for the cancelled meeting shall be
conducted at the continued meeting and no further advertisement is required.
The Commission shall cause a copy of its resolution to be published in a
newspaper having general circulation in the County at least seven (7) days prior
to the continued meeting (or, if matters were continued to more than one
meeting, at least 7 days prior to the first meeting held pursuant to the schedule
set forth within the resolution).
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B. The chairman, in his discretion, may cancel a regularly-scheduled meeting for
lack of a quorum, lack of sufficient business, or other good cause.
C. Notwithstanding any cancelled meetings, the Commission shall meet not less
than once every two (2) months.
D. No advertised public hearing shall be postponed by the chairman based on a
request from a non-County government entity or person, absent mitigating
circumstances. The chairman shall determine when such circumstances exist.
If mitigating circumstances exist and if the entity or person making the request
agrees to bear the County’s costs, then the chairman may grant the request.
Following any such postponement, the Commission shall, by motion or by
resolution, fix the date to which the public hearing shall be continued.
409 Following the conclusion of any public hearing required by law, the Commission
shall take one of the following actions:
A. Following discussion by Commission members, and a motion, adopt a
resolution setting forth a report and recommendation to the Board of
Supervisors. A member will reference any draft resolution provided by staff,
and will articulate amendments to such draft, as part of the member’s motion to
approve or deny an application; or
B. Defer discussion and/or action until its next regular meeting, or to a special
meeting date and, if desired, request additional information, in the form of a
written report, from: staff, an applicant, or an advisory committee appointed by
the chairman. At its discretion, the Commission may schedule an additional
public hearing for the subsequent meeting;
When action is deferred, the Commission shall ensure that its final action will be
taken within time limits established by state law or the County zoning ordinance.
Article 5: Voting; transaction of business
501 An affirmative vote of a majority of the members present and voting shall be
required for official action to be taken. No vote of any kind of the membership, or
any part of the membership, shall be taken to authorize the transaction of any
business of the Commission, other than a vote taken at a meeting conducted in
accordance with the provisions of the Freedom of Information Act.
502

Following a motion and discussion, the chairman shall call for a voice vote or a rollcall vote, at his discretion or as may be required by law. All votes shall be
recorded. The Commission may not vote by secret or written ballot. In the event
that a motion does not obtain an affirmative majority vote, that particular motion
“fails” and no action has been taken. A subsequent motion, approved by affirmative
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majority vote, is necessary in any matter on which the Commission is required to
take action.
503

Once the Commission has voted on a matter, motions to reconsider, to rescind,
or to amend such action taken shall only be considered in accordance with the
procedures set forth in Robert’s Rules of Order.

504 The State and Local Government Conflicts of Interest Act (“COIA”) prohibits certain
conduct by members of the Commission, relating to the performance of their public
duties. Each Commission member is required by law to read and familiarize himself
with the provisions of COIA. A member who has a personal interest in a transaction
of the Commission may be required to disqualify himself from participating in the
transaction and to make certain disclosures as a matter of public record. If a
member has any question about whether he has a personal interest in a transaction,
or whether he is required to disqualify himself, he should seek an advisory opinion
from the County Attorney.
Article 6: Committees
601 The following committees may be appointed at the discretion of the chairman:
Comprehensive Plan Committee: develops, updates, and revises the
comprehensive plan and coordinates the work of other committees which relate to
the plan development.
Ordinance Development Committee: drafts amendments and supplements to the
zoning and subdivision ordinances.
Capital Improvements Committee: prepares and annually updates a capital
improvements program (CIP) in conjunction with Orange County administrative
officials and assures that the CIP is in conformity with the comprehensive plan.
602

The chairman may appoint special committees for purposes and terms approved by
the Commission.

603 The chairman shall be an ex-officio member of every committee.
604 Committee meetings shall be open to the public, and shall be noticed and
conducted in accordance with §2.2-3707 VA Code Ann. and other applicable
provisions of the Freedom of Information Act.
Article 7: Amendments
These by-laws may be amended by an affirmative vote of a majority of the members
of the Commission, provided that each member is notified that an amendment will
be considered and is provided with the text of the proposed amendment at least 30
days in advance of the meeting at which such vote is taken. This 30-day notice
requirement may be waived by a super majority (two-thirds plus one) in an open
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meeting at which all members of the Commission are present.

Article 8: Validity
Should any section, subsection or provision of the bylaws be declared by a court of
competent jurisdiction to be invalid or unconstitutional, such decision shall not affect
the validity or constitutionality of these bylaws as a whole or any part thereof other
than the part so declared to be invalid or unconstitutional.
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