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CITY OF LAKEPORT 

PLANNING COMMISSION 

MEMORANDUM 

RE:  Planning Commission Roles & Responsibilities MEETING DATE:  January 11, 2016 

SUBMITTED BY:   Kevin M. Ingram, Community Development Director  

PURPOSE OF REPORT:      Information only      Discussion      Commission Action 

 

WHAT IS BEING ASKED OF THE PLANNING COMMISSION: 

Presentation by Community Development Staff regarding the roles and responsibilities of 

being a Planning Commissioner.    

DISCUSSION: 

The purposed of this agenda item is to provide a review of the general roles and 

responsibilities of the Planning Commission.  The presentation is aimed at assisting new 

Planning Commissioners and the general public understand the basics of land use 

planning processes and decision making.  However, this presentation is also a helpful 

review for incumbent Commissioners and Community Development staff.  The 

presentation is informal and questions are encouraged.   

Main Topics of Discussion: 

 What is the role of the Planning Commission—In a nutshell the Planning Commission 

is an administrative body appointed by the City Council tasked with the 

implementation of the City’s current vision based mainly on the General Plan and 

Zoning Ordinance.  The Planning Commission is made up of local citizens providing 

a perspective other than that of City employees and elected officials.  The 

Commission holds public hearings on a regular schedule to consider land use 

matters.  These includes such things as Use Permits, Architectural Design Review, 

Subdivision proposals and amendments to the General Plan and Zoning Ordinance.  

The Commission also is the chief land use planning advisor to the City Council.  The 

Commission is often tasked with reviewing of proposed land use policy and making 

a recommendation to the City Council.   

 Types of Decisions—In the broadest of terms Planning Commission actions can be 

divided into two decision types: Implementing the current vision and developing 

the future vision.  Implementation of the current vision includes quasi-judicial 

decisions whereby the Commission reviews a development application for 

consistency with pre-existing laws, policies and regulations.  Decisions by the 

Planning Commission are based upon the establishments of specific findings and 

actions.  All Planning Commission decisions are appealable to the City Council.  
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Typical projects of this decision type include—Use Permits, Architectural Design 

Review, Subdivisions and Variances. 

Decisions involving the establishment of the future vision often include—General 

Plan Amendments, Zoning Amendments, Specific Plans, Annexations and the 

review of various other local ordinances and regulations as directed by the City 

Council.  Decisions by the Planning Commission in this regard often take the form of 

a legislative recommendation to the City Council. 

 Relationships with City Council, Staff, Public and other Commissioners— 

o Council: As previously mentioned, the Planning Commission is appointed by 

the City Council and acts as the chief land use advisor to the Council.  On 

occasion the Planning Commission is called upon to attend joint 

meetings/workshops with the Council.  Most decisions of the Planning 

Commission are appealable to the City Council. 

o Community Development Department (CDD) Staff:   CDD staff performs 

research and advises the Commission on the General Plan, specific plans, 

Zoning Ordinance, Subdivision Ordinance and other land use regulation.  

CDD staff is the liaison between the Commission and other City departments.  

CDD staff, often through the preparation of a staff report, provides 

background information and recommendations on development proposals 

that are being considered by the Planning Commission.  Staff is available to 

Commissioners to answer technical questions and make sure that public 

hearings have received proper legal notification. 

o General Public:  The Planning Commission is tasked with taking public input 

prior to making any land use decisions.  Commissioners are prohibited from 

forming decisions on land use matters until the conclusion of a public 

hearing where all members of the public wishing to speak on a specific 

matter have had an opportunity to speak.  Members of the Planning 

Commission, in the course of performing their duties will often have ‘ex parte’ 

conversations with project applicants and members of the public outside of 

public meetings.  This is not illegal, in fact the engagement of the general 

public in the land use decision making process is a primarily role of a 

Planning Commissioner.  However, all ‘ex parte’ conversations on a specific 

land use decision matter are required to be reported to the entire Planning 

Commission at the beginning of a public hearing for that related item. 

o Relationships with other Planning Commissioners: Good working relationships 

with other Commissioners is critical in order for planning functions to be 

effective and efficient.  Commissioners should always be respectful and 

actively listen to the opinions of other Commissioners.  Additionally, the 

Planning Commission is guided by California’s open meeting law—

commonly referred to at the Brown Act.  This law requires that Commission 

conduct their business in an open and public meeting to assure that the 

public meeting.  A meeting is defined as any situation involving a majority of 

the commission in which business is transacted or discussed.  As such any 

conversation involving more than two members of the Commission is 

considered a meeting and must be avoided.   
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 How to Run an Effective Meeting—As noted above the Brown Act requires all 

meetings to be open to the public.  Meetings should always be conducted in a 

professional manner. Commissioners should be well prepared and keep the public 

informed of proceedings at all times.  Tips for running a successful meeting will be 

presented by staff as well as a review of Resolution No. 79 which outlines the 

powers, duties, responsibilities and procedures of the Commission.  A copy of the 

full resolution is attached.  

 Guiding Documents—An overview of the following documents will be provided: 

o Lakeport General Plan 

o Zoning Ordinance 

o Subdivision Ordinance 

o Permit Streamlining Act 

o California Environmental Quality Act 

 Planning 101—Additional discussion of basic land use planning law will also be 

discussed, including but not limited to: legal notification requirements, how to make 

appropriate findings, essential elements of good project conditions, tactics for 

engaging the public and an overview information provided in staff reports.  

Planning Commissioners and the general public are encouraged to visit the California 

League of Cities website at www.cacities.org and review the plethora guidance materials 

available through the organizations Planning Commissioners Academy webpage.  

Community Development staff is always available to answer questions of Planning 

Commissioners and the general public on matters of land use planning. 

 

Attachments: 

1. Planning Commission Resolution 79 (2015) 

http://www.cacities.org/
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