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MEMORANDUM 
 

TO: Planning Commission 
 
CC:  Stephanie Tillerson, Town Administrator 

John Moffitt, Town Council Liaison 
 

FROM: John Taylor, Jr., Planning Manager 
 
DATE: August 24, 2022 
 
SUBJECT: Rules of Procedure Proposed Amendment 
 

At the July 6, 2022 Planning Commission meeting, Ms. Hennessy suggested, the Planning 

Commission’s Rules of Procedure be amended to reflect the Commissions operating practice of 

allowing commissioners to participate and vote virtually for scheduled Planning Commission meetings. 

Additionally, before the July 6, 2022 Planning Commission, Town staff held a training with 

commissioners and members of the Board of Zoning Appeals regarding strategies for effective meetings 

and conduct expectations. Subsequent to the training, commissioners encouraged standards of conduct 

and ethics to be included for the Planning Commission. One additional amendment staff identified is a 

minor change to correct the mailing radius associated with zoning applications which aligns with the 

current zoning ordinance. Please see the attached revised language for the Rules of Procedure for your 

consideration. It was also noted at the July 6 meeting that the Town is in the process of revamping its 

technical equipment to ensure needed capabilities of consistent virtual meetings for all Town 

committees.   
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Town of Kiawah Island 
Planning Commission Rules of Procedure 

 
Article I - Organization 

 
Section 1  Rules - These rules of procedure are adopted pursuant to S.C. Code § 6-29-360 for the Town 

of Kiawah Island Planning Commission 
 
Section 2  Membership - The Commission is composed of 7 members appointed by Town Council, the 

Governing Body.  Appointments are for four years duration, staggered in time so as to 
provide continuity. 

 
Section 3 Officers - The officers of the Commission shall be a chairman and vice-chairman elected for 

one-year terms at the first meeting of the Commission in each calendar year. The Town 
Clerk will serve as the secretary for the Commission.              

 
Section 4    Chairman - The chairman shall be a voting member of the Commission and shall: 

a) Call meetings of the Commission; 
b) Preside at meetings and hearings; 
c) Act as spokesperson for the Commission; 
d) Sign documents for the Commission; 
e) Transmit reports and recommendations to Council; and 
f) Perform other duties approved by the Commission. 

 
Section 5    Vice-Chairman - The vice-chairman shall exercise the duties of the chairman in the absence, 

disability, or disqualification of the chairman.  In the absence of the chairman and vice-
chairman, an acting chairman shall be elected by the members present. 

 
Section 6    Secretary - The secretary shall: 

a) Provide the notice of meetings; 
b) Assist the chairman in preparation of agendas; 
c) Keep minutes of meetings and hearings; 
d) Maintain Commission records as public records; 
e) Attend to Commission correspondence;  
f) Perform other duties normally carried out by a secretary; 
g) Maintain a record of Commission members’ attendance at meetings of the  

               Commission; and 
h) Give or serve all notices required by statute or ordinances or by these Rules and 

Procedures or as directed by the Commission. 
 
Section 7    Staff – Town of Kiawah Island Planning Department staff shall: 

a) Provide technical assistance to the Commission, where necessary, to conduct the 
business and fulfill the responsibilities of the Commission. 

b) Prepare analyses and recommendations for zoning, conditional use, and subdivision 
applications and other matters of business for consideration of the Commission. 

c) Provide members of the Commission with copies and updates of regulations, 
ordinances, rules, plans, and policies which govern or should be considered in the 
performance of their duties. 

d) Provide members of the Commission with publications and notices of seminars, 
presentations, and instructions on matters which may expand members' knowledge 
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and understanding in areas that would promote the mission of the Planning 
Commission.   

e) Provide members of the Commission with copies of applications with support 
information, plats and maps, and staff analyses and recommendations. 

1. Regular meeting information is to be mailed or emailed to each member of the 
Commission five (5) days prior to the scheduled Commission meeting.  

2. Special meeting information shall be presented to each member of the 
Commission for review at least twenty-four (24) hours prior to the scheduled 
Commission meeting. 

f) Mail notices to applicants on all zoning and Comprehensive Plan amendments and 
subdivision applications including a copy of staff's analyses and recommendations. 
This notice shall be mailed at least five (5) days prior to the scheduled Commission 
meeting. Notices and reports may also be emailed or picked up by applicants at the 
Planning Department office and, in these cases, would not be required to be mailed. 

g) Mail notices to property owners within 400 300 feet of subject property on all zoning 
change applications. 

 

Article II – Meetings 
 
Section 1   Time and Place -  

a) An annual schedule of regular meetings shall be adopted, published, and posted at 
the designated Town office in December of each year. 

b) The Planning Commission will meet regularly on the first Wednesday, following the 
regular Town Council Meeting of each month at the Town of Kiawah Island Municipal 
Center, 4475 Betsy Kerrison Parkway, Kiawah Island, SC at 3:00 PM in the Council 
Chambers.   

c) Special meetings may be called by the chairman upon 24 hours’ notice, posted, and 
delivered to all members and local news media.  Meetings shall be held at the place 
stated in the notices, and shall be open to the public. 

 
Section 2    Agenda - The chairman shall set the agenda for all meetings of the Commission.  A written 

agenda shall be furnished by the secretary to each member of the Commission and the 
news media, and shall be posted at least five (5) days prior to each regular meeting, and at 
least twenty-four (24) hours prior to a special meeting.  Items may be added to the agenda 
at a meeting.  

 
Section 3  Quorum - A majority of the members of the Commission shall constitute a quorum.  A 

quorum shall be present before any business is conducted other than rescheduling the 
meeting, except for workshops where business and studies may be conducted without a 
quorum. 

 
Section 4    Rules of Order - Robert’s Rules of Order,  newly revised (currently in 12th ed.), shall govern 

the conduct of meetings except as otherwise provided by these Rules of Procedure. 
 
Section 5   Voting - A member must be present to vote. A member attending virtually via video 

conferencing is considered present. Each member shall vote on every question unless 
disqualified by law.  The question of disqualification shall be decided by the member 
affected, who shall announce the reason of disqualification and refrain from deliberating 
or voting on the question.  On a tie vote, the motion is lost, and in the case of a subdivision 
or zoning matter, the application is disapproved. 
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Section 6    Conduct - Except for public hearings, no person shall speak at a Commission meeting 
unless invited to do so by the Commission chairman. 

 
Section 7  Virtual Meetings – Members are strongly encouraged to attend meetings in person.  When 

attending in person is not possible, a member may attend and participate in a scheduled 
meeting virtually via video conferencing. Members attending virtually shall be able to vote 
on matters before the Commission. The Town cannot guarantee that Members attending 
virtually will be able to hear all that is said or be heard at all times due to potential technical 
issues.  

 
Section 8  Executive Sessions – It is unlawful for a member of the Planning Commission or person in 

attendance to disclose to another person or make public the substance of a matter 
discussed in executive session. If the Commission enters executive session during a 
meeting, a member attending virtually shall adhere to executive session privileges, ensure 
that no other person can hear the executive session, and shall acknowledge upon request 
that there are no other persons present or able to hear the executive session.  Failure to 
protect the privileged discussions of an executive session can result in the member’s 
removal from the Commission. 

 

Article III -– Public Hearings 
 
Section 1    Notice - The secretary shall give the notice required by statute or ordinance for all public 

hearings conducted by the Commission. Members of the public desiring to be heard shall 
give written notice to the secretary prior to commencement of the hearing. 

 
Section 2  Procedure - In matters brought before the Commission for public hearing which were 

initiated by an applicant, the applicant, his agent or attorney shall be heard first, members 
of the public next, and staff next.  The applicant shall have the right to reply last.  No person 
may speak for more than five (5) minutes without consent of the Commission chairman.  
No person speaking at a public hearing shall be subject to cross-examination.  All questions 
shall be posed by members of the Commission.  In matters not initiated by an applicant, 
members of the public shall speak in the order in which requests were received, or in such 
order as the Commission chairman shall determine. 

 
Article IV - Records 

 
Section 1  Minutes - The secretary shall record all meetings and hearings of the Commission.  

Recordings shall be preserved for a period of two years according to the South Carolina 
General Records Retention Schedules for Municipal Records; Sub article 4, Section 12-
604.1.  The secretary shall prepare minutes of each meeting for approval by the 
Commission at the next regular meeting.  Minutes shall be maintained as public records. 

 
Section 2  Reports - The secretary shall assist in the preparation and forwarding of all reports and 

recommendations of the Commission in appropriate form.  Copies of all notices, 
correspondence, reports, and forms shall be maintained as public records. 

 
Section 3    Attendance - Commissioners are expected to attend each meeting. Should a commissioner 

be unable to attend, the secretary shall be notified. 

 
Article V - Review Procedure 
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Section 1    Zoning Amendments - Per adopted ordinance. 
 
Section 2    Plats - Per adopted ordinance. 
 
Section 3    Comprehensive Plan - Per adopted ordinance. 
 
Section 4  Reconsideration - The Commission may reconsider any review when so requested by the 

governing body, or when an applicant brings to the attention of the Commission new facts, 
a mistake of fact in the original review, correction of clerical error, or matters not the fault 
of the applicant which affect the results of the review. 

 

Article VI - Finances 
 
Section 1  Budget - The Commission shall submit written recommendations to the governing body 

for funding in the annual budget.  The recommendations shall include, when applicable, an 
explanation and justification for proposed expenditures. 

 
Section 2  Expenditures - Budgeted funds shall be expended only for approved purposes in 

accordance with financial policies and procedures set by the governing body, including 
procurement rules.  Upon adoption of a budget by the governing body, the Commission 
may adopt an authorization for specified expenditures.    
Reimbursement for actual expenses incurred in the performance of official duties 
approved in advance by the Commission shall be made to members of the Commission and 
staff upon submission of vouchers supported by receipts. 

 
Article VII – Professional Conduct and Ethical Standards 

 
Section 1  Expectations - Members of the Commission as public officials are expected to adhere to the 

rules, policies, ordinances, and laws of the Town of Kiawah Island and the State of South 
Carolina in making its decisions.  

 
Section 2  Conduct Standards - Members of the Commission have the expectation to make complex 

decisions while being fair, equitable, and ethical. The following standards are aspirational 
standards for all members of the Commission. The standards represent tools for 
professional conduct and ethical decision making on how members are expected to 
represent the Town as a public official. 

 
Trustworthiness 

• I remember that my role is first and foremost to serve the community. 

• I am truthful with my colleagues, the public and others. 

• I avoid any actions that would cause the public to question whether my decisions are 
based on personal interests instead of the public’s interests. 

• I do not accept gifts or other special considerations because of my public position. 

• I do not knowingly use false, inaccurate, or biased information to support my position. 
 

Fairness 

• I make decisions based on the merits of the issues. 

• I support the public’s right to know and promote meaningful public involvement. 

• I am impartial and do not favor those who either have helped me or are in a position 
to do so. 

• I promote equality and treat all people equitably. 
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• I excuse myself from participating in matters when my or my family’s financial interests 
may be affected by the Town’s actions. 

• I credit others’ contributions in moving our community’s interests forward. 

• I maintain consistent standards, but am sensitive to the need for compromise, 
creativity and improving existing paradigms. 

 
Responsibility  

• I work to improve the quality of life in the community and promote the best interests 
of the public.  

• I promote the efficient use of Town resources.  

• I do not use the Town’s resources for personal or political benefit.  

• I represent the official positions of the Town to the best of my ability when authorized 
to do so.  

• I explicitly state that my personal opinions do not represent the Town’s position and 
do not allow the inference that they do.  

• I do not use information that I acquire in my public capacity for personal advantage.  

• I do not disclose confidential information without proper legal authorization.  

• I am proactive and innovative when setting goals and considering policies.  

• I consider the broader regional and statewide implications of the Town’s decisions and 
issues.  

• I promote intelligent innovation to move forward the Town’s policies and services.   
 

Respect  

• I treat everyone with courtesy and respect, even when we disagree.  

• I focus on the merits in discussions, not personality traits or other issues that might 
distract me from focusing on what is best for the community.  

• I gain value from diverse opinions and build consensus.  

• I follow through on commitments, keep others informed, and provide timely 
responses.  

• I am approachable and open-minded, and I convey this to others.  

• I listen carefully and ask questions that add value to discussions.  

• I involve all appropriate stakeholders in meetings affecting Town decisions. 

• I come to meetings, and I come to them prepared.  

• I work to improve the quality of life in my community. 
 

Compassion 

• I realize that some people are sometimes intimidated by the public process and try to 
make their interactions as stress-free as possible.  

• I convey the Town’s care for and commitment to its community members.  

• I am attuned to, and care about, the needs and concerns of the public, officials, and 
staff.  

• I recognize a responsibility to society’s less fortunate.  

• I consider appropriate exceptions to policies when there are unintended 
consequences or undue burdens. 
 

Loyalty 

• I safeguard confidential information.  

• I avoid employment, contracts and other financial, political, and personal interests 
that can conflict with my public duties.  
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• I prioritize competing issues based on objective benefits and burdens to the public 
interest, not to myself, my family, friends or business associates.   

• I don’t oppose final decisions once they have been made by the decision makers, 
except through internal lines of communication.  

• I put loyalty to the public’s interests above personal, professional and political 
loyalties. 

 
 

Article VIII - Adoption and Amendment 
 
Section 1  Amendment - These rules may be amended at any regular meeting of the Commission by 

majority vote of the members of the Commission at least seven (7) days after the written 
amendment is delivered to all members. 

 
Section 2  Adoption - These rules were adopted by a vote of a majority of the members of the 

Commission at a regular public meeting January 12, 2022September 7, 2022 
 

 
 
 
_________________________ 
Fred M. Peterson, Chairman 
Kiawah Island Planning Commission 

 
 
Attest: 
 
_________________________   
Petra S. Reynolds, Town Clerk 
 
 
 
_______________ 
Date    
 
 
 
      
 
 
 
 


