Planning & Zoning Commission
City of Royalton Bylaws

Article 1.
Commission Members

1. The Planning and Zoning Commission shall be comprised of five (5) members.

2. Each member shall be a citizen of the State of Minnesota and a resident of the
City of Royalton. One of the five members of the Planning and Zoning
Commission can be a non-resident of Royalton if that person is the owner of a
business located within the city limits of Royalton.

3. The terms of office shall be four (4) years.

4. If any member dies, resigns, ceases to be a resident of the City of Royalton or is
removed from the Commission, the member’s office shall be considered vacant
and a successor shall be appointed for his or her unexpired term.

5. All resignations from Planning and Zoning Commission shall be in writing and
submitted to the Commission Chairperson. The Chairperson shall submit the
resignation to the City Council for their approval.

Article 2

Selection of Commission Members

l.

2.

The Chairperson shall notify the City Clerk of any vacancy of a commissioner’s
term, expired or unexpired.
The City Clerk will post an advertisement notifying the general public of the
vacancy and application procedures for the commission.
The City Council will review all applications and make a selection from the
available candidates.

a. The City Council may choose to reject all candidates and direct the City

Clerk to initiate the candidate search process again.

In the event that a Planning and Zoning Commissioner’s term expires and that
member wishes to perform the duties of commissioner for another term, that
commissioner shall place his or her request in writing and present it to the
Commission Chairperson. In the event that it is the Chairperson’s term, the
request shall be in writing and presented to the Vice Chairperson. The remaining
Planning and Zoning Commission shall vote by secret ballot on the acceptance or
rejection of any commission member’s request. The ballot shall be counted by
the City Clerk. The ballots shall be counted within two weeks (10 working days)
of the ballot. The results of the ballot shall be reported to the Chairperson by the
City Clerk. In the event that it is the Chairperson’s position, the results will be
reported to the Vice Chairperson. A unanimous vote by the Planning and Zoning
Commission is required for the continuation of the Commissioner’s request for an
additional term. If the request is rejected, the vacancy will be forwarded to the
City Clerk as described in Article 2, Sections 1 and 2.

Article 3
Officers

1.

The officers shall be Chairperson, Vice Chairperson and Secretary.



a. Officers are elected at the first meeting in January.

b. Selection shall be by nomination from the floor by any Planning and
Zoning Commissioner.

c. A candidate receiving a majority vote of the entire membership of the
Commission shall be declared elected.

2. Terms of office shall be one (1) year.
3. Vacancies in office shall be filled immediately by regular election procedures of
commission members.
4. Commissioners shall be paid on a per meeting basis. The pay schedule shall be:
a. Chairperson. . ... $50.00/meeting including city council meetings
attended.
b. Secretary....... $40.00/meeting
c. Commissioners. . $35.00/meeting
5. The vice chairperson shall be compensated at the chairperson rate in the event that
the vice chairperson is required to act in place of the chairperson
Article 4
Duties of Officers
1. The Chairperson shall preside over all meetings and shall be responsible for
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conduct and decorum of the meeting. The Chairperson shall report directly to the
City Council at the Council’s regularly scheduled meetings. The Chairperson
shall have the authority to redirect public comment unrelated to the Planning and
Zoning Commission’s business to the most appropriate City commission or to the
City Council. The Chairperson may discuss all matters and vote on all matters
before the Planning and Zoning Commission.

The Vice Chairperson shall preside over meetings and assume the duties of
Chairperson in the absence of the Chairperson. If the Vice Chairperson is also
absent, the Secretary shall assume the duties of the Chairperson.

The Secretary shall be responsible for the maintenance of Planning and Zoning
Commission minutes and records.

Minutes of the Planning and Zoning Commission meetings shall be considered a
summary of events and business transacted once adopted by the Planning and
Zoning Commission.

Article 5
Meetings

1.

2.

3.

Regular meetings shall be conducted a minimum of once per month. The
meetings shall be on the third Wednesday of the month.

Regular meetings shall begin at or as close as possible to, but not prior to 6:30
PM.

The monthly regular meeting agenda shall be established no later than five (5)
working days prior to the third Wednesday scheduled monthly regular meeting.
The City Clerk will provide the commissioners with an agenda and relevant
materials at least three (3) work days in advance of a regular meeting.
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Any request from the public and/or citizens to have an item added to the agenda
shall be submitted to the City Clerk no later than six (6) working days prior to the
monthly regular meeting.

Minutes from previous meetings will be voted upon for acceptance as presented
or with changes as proposed by Commissioners. A simple majority is required for
approval.

The Chairperson shall call for additions or changes to the agenda. The
Commission shall vote to accept the meeting’s agenda. A simple majority vote is
required for approval of the agenda.

From time to time, special meetings may be called in order to process significant
caseloads, to review works in progress such as comprehensive plan updates or
municipal code revisions, or to undertake a retreat of strategic planning session,
either amongst itself or in the company of the City Council or other commissions.
Special meetings can be proposed by any Commission member or at the request
of the Commission chairperson, or by the direction of the Mayor. Any special
meeting requested by a Commission member or the Commission chairperson
must be approved by a majority vote of the Commission.

Quorum

1.

A simple majority of the voting members appointed to the Commission shall
constitute a quorum.

Conduct of Meetings and Adjournment

1.

The chairperson or his/her designee shall conduct the affairs of the meeting. If
the chair is not present then the vice chairperson shall conduct the meeting. If
neither the chairperson nor vice chairperson is present, then the secretary shall
conduct the meeting.

2. Open Meeting Law: Meetings shall be conducted in accordance with the State of
Minnesota Open Meeting Law (Minn. Statutes 471-705).
3. Adjournment: Meetings shall adjourn at or before 11:00 PM unless a two-thirds
majority of the members present agree to extend the time of the adjournment.
Article 6

Conduct of Members

Attendance

l.

Commission members shall advise the designated staff member (City Clerk) or
the Commission chairperson of an anticipated absence from any regularly
scheduled Planning and Zoning Commission meeting. Any member attending
less than 10 meetings per year (3 absences) without prior notice to the chairperson
and the consent of the Chairperson shall be deemed to have vacated the office,
and such vacancy shall be filled by the City Council. A leave of absence may be
granted by the consent of the Commission and approved by the City Council.

Contflict of Interest



General Standard: No Commissioner shall be appointed with private or personal
interests likely to conflict with the general public interest. If any person
appointed to the Commission shall find that their private or personal interests are
involved in any matter coming before the Commission, they shall disqualify
themselves from taking part in any discussion or action on the matter;
alternatively, they may be disqualified by a two-thirds (2/3) majority of vote of
the Commissioners in attendance.

Conflict Due to Economic Interests: A Commissioner has a conflict of interest if,
in his or her discharge of official duties, would be required to take an action or
make a decision that would substantially affect the Commissioner’s financial
interest or those of an associated business, unless the effect on the Commissioner
is no greater than on other members of the Commissioner’s business
classification, profession, or occupation. In the event a conflict of interest exists
with respect to a particular matter before the Commission, the Commissioner shall
disqualify him or her from taking part in any discussion or action n the matter.

Ex Parte Contacts

1.

Ex parte contacts are contacts between individuals seeking to influence the
decisions of the Planning and Zoning Commission and individual Commission
members outside of the meeting forum. Such contacts include meeting with
project proponents, residents, property owners, and citizens separate from the
Commission meetings, communication between Commission members outside
the meeting forum, telephone calls or letters which attempt to influence a
Commissioner’s opinion on a matter which will be subject to the Commissioner’s
vote. When the Planning and Zoning Commission is involved in a matter which
is to be heard and decided by the Commission (e.g. variances), Planning and
Zoning Commissioners shall indicate to the person contacting them that such
contact is inappropriate and all testimony needs to be offered at the hearing to
ensure a fair hearing for all parties. In all other cases, Planning and Zoning
Commissioners should discourage such contacts and should avoid expressing any
opinions as to the merits of the case. When ex parte contacts occur, the Planning
and Zoning Commissioner is responsible to notify the Mayor, and for conveying
the substance of the communication at the next commission meeting at which the
matter discussed is under consideration.

Article 6
These bylaws shall be reviewed biannually by the commission at the second
regular meeting of the odd number year.

Approved by the city council 9/4/12
Adopted by Planning Commission on 9/18/12.

Amended and Adopted by the Royalton Planning & Zoning Commission: February
19, 2025.



