
 

 
To: Members of Dublin City Council  

From: Dana L. McDaniel, City Manager 
Date: April 19, 2022 

Initiated By: Robert Ranc, Deputy City Manager/Chief Operating Officer 
Jennifer M. Rauch, AICP, Director of Planning 
Sarah Tresouthick Holt, AICP, ASLA, Senior Planner 

Re: 
 

Boards and Commissions Rules and Regulations Updates 

Summary 
As part of the Covid-19 State of Emergency designation in early 2020, the State of Ohio allowed all 
public meetings to be held virtually. This practice continued until August 2021, when all of the City 
of Dublin Board and Commission meetings resumed in person. Since that time, City Council 
requested the Law Director provide guidance on instances where a board or commission as a 
whole, members individually, or an applicant might attend a meeting virtually.  Planning and Public 
Service have worked with the Law Director’s office to provide the following amendments to the 
Rules and Regulations of the Planning and Zoning Commission (PZC), the Architectural Review 
Board (ARB), the Board of Zoning Appeals (BZA), and the Community Services Advisory 
Commission (CSAC) that address these requests.  All Boards and Commissions have reviewed and 
recommended approval of the proposed Rules and Regulations Updates City Council.  
 
Background 
From March of 2020 to July of 2021, the City of Dublin held all boards and commissions meetings 
virtually, by broadcasting meetings through WebEx and YouTube in order to maintain our required 
public meetings, including public comment, during the pandemic. At the beginning of all public 
meetings, the Chair announced the modified structure of the meeting, per the Governor’s 
directives. The public participated through live viewing and submitted questions and comments 
through a live link, and the public can also view a recorded version of the meeting at a later date.  
This meeting structure ensured the public process was maintained during the pandemic. Since 
returning to in-person meetings, City Council determined that additional clarification was needed to 
address situations where any member of a public meeting, including board or commission 
members, would need to attend a meeting virtually based on issues associated with Covid-19.  
Council requested that the Law Director provide the needed language to address these situations.  
Planning and Public Service have modified the Rules and Regulations for their respective boards 
and commissions to include the language proposed by our Law Director.   
 
In addition to the information requested by City Council, staff has made minor administrative 
modifications to the Rules and Regulations based on the age of the original documents.  These 
changes include updating the names of various divisions of the City, the locations in which 
meetings are held, and other clerical updates. No substantive changes have been made to 
procedural language.  
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Description 
The Law Director provided specific language for virtual participation in meetings by an entire board 
or commission, individual members of a board or commission, and applicants.  Specifically, the 
Attendence of Members sections now state that City Council strongly prefers all board and 
commission members to participate in person when meetings are being held at a physical location.  
The Mayor would have the purview to determine whether or not all boards and commissions are 
held virtually, or if an individual member could attend virtually.  In the case of an entire board or 
commission attending virtually, 48-hours’ public notice would be required, and the ability for the 
public to view and hear the meeting would be required. Lastly, if an applicant would request to 
attend virtually, the Chair of each board or commission would make that determination.     
 
As part of their review, Planning and Zoning Commission discussed “emergencies” and asked 
whether such emergencies could be extended beyond Covid-19-related instances. Planning 
confirmed with the Law Director’s office that the intent of the language is to allow virtual 
participation principally in instances related to Covid-19.  Virtual participation may be considered in 
instances where a quorum is in jeopardy; however, not for convenience or because a member is 
out of town.  
 
Both ARB and BZA each posed the question of whether applicants should be permitted to 
participate virtually at any time. Planning strongly recommended applicants attend in person in 
order for them to take full advantage of the board or commission comments and considerations.  
The Law Director confirmed this approach, stating that the applicant should attend in person, 
unless an emergency arises, but not as a matter of convenience or being out of town. 
 
The CSAC discussed the best way to ensure members are able to participate in meetings as often 
as possible, including during absences that do not include an emergency, but in which members 
have access to virtual meeting tools such as Zoom, WebEx, etc.  One CSAC members advocated 
that members who are absent for any reason should be able to participate virtually if able; 
however, the rest of the members were supportive of the modified Rules and Regulations.   
 
Upon review of the modified Rules and Regulations, PZC, ARB, BZA, and CSAC recommended 
approval of the Rules and Regulations, noting their discussion comments.   
 
Recommendation 
Approval of the proposed Rules and Regulations Updates as drafted by the Law Director’s Office 
for the four identified boards and commissions. 
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Mr. Schneier stated that he believes the precedent value has to be relative to the facts.  If another 
large hospital or university campus presented a similar situation, he would probably be supportive 
of the additional square footage. The intent to direct people to a hospital trumps most of the 
metrics, in his opinion. 
 
The revised conditions were reviewed.  
Ms. Rauch inquired if the intent is that the columns be stone, as well. 
Mr. Way responded affirmatively; it would not be desirable to mix stone and brick. 
Mr. Lytle inquired if the Commission had any objection to the existing curved entry feature signage, 
or is the direction to incorporate stone on the columns and the entire base? 
Mr. Way responded that, preferably, all of it would be stone. 
 
Mr. Grimes moved, Mr. Schneier seconded approval of the Amended Final Development Plan with 
the following two (2) conditions: 

1) The applicant work with staff to modify the monument signs to have a stacked stone 
base and columns rather than brick, subject to staff approval; and  

2) The applicant work with staff to provide a foundation landscape plan for the two 
proposed ground signs to meet Code, subject to staff approval.  

 
Vote on the motion:  Mr. Grimes, yes; Mr. Supelak, yes; Ms. Call, no; Mr. Schneier, yes; Mr. Way, 
yes. 
[Motion carried 4-1.] 
  

5. Rules and Regulations Update, 22-017ADMO, Administrative Review - Other          
Ms. Call stated that this is a request for review and recommendation to City Council for proposed 
updates to the Planning and Zoning Commission’s Rules and Regulations. 

 
Staff Presentation 
Ms. Rauch stated that the Rules and Regulations of each Board and Commission identify the powers 
and duties of the body, describe membership requirements and officer elections, set forth meeting 
procedures, and discuss ex-parte contact and conflicts of interest. The Rules and Regulations for 
the Planning and Zoning Commission (PZC) were last updated in 2010.  The Rules and Regulations 
are being updated at the request of City Council to address changes to the format in which public 
meetings may occur in response to the COVID-19 pandemic, as well as to address outdated 
nomenclature. As part of this update process, the City’s Law Director has reviewed and commented 
upon the proposed changes, as well as provided the virtual meeting language based on the 
direction from City Council. Once PZC has had the opportunity to review, following their 
recommendation of approval, the updates would be forwarded to City Council for acceptance.  ARB 
and BZA will be updating their Rules and Regulations, as well. As revised, Section II(C), Attendance 
of Members, states that City Council strongly prefers for all Board and Commission members to 
attend in person when meetings are being held at a physical location. Per this new language, it 
would be the Mayor’s purview to determine whether or not a member could attend a meeting 
virtually, should an emergency arise. In this case, an emergency is understood to be related to the 
pandemic, rather than convenience.    
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Additionally, the Mayor may determine that a meeting shall be held virtually, when forty-eight 
hours’ notice is given prior to the meeting. For any virtual meetings, the language states that 
technology shall be in place such that the public can observe and hear the meeting, and that 
instructions for participation are detailed on the City’s website. Per Section VII, the Chairperson of 
a Board or Commission may permit an applicant or their representative to participate virtually, in 
the event of an emergency. In this case as well, an emergency is understood to be related to the 
pandemic, rather than convenience.  
  
Commission Questions and Discussion  
Mr. Supelak requested clarification of “applicable emergencies.” 
Ms. Rauch responded that, originally, the intent was that it would be Covid-based. 
Mr. Boggs responded that while the revisions originated from the current pandemic situation, the 
recommended draft does not specify a pandemic-related emergency. No detail is provided as to 
what type of emergency would qualify. It would be left at the discretion of the Mayor. If the 
Commission believes further definition is needed, they can provide that recommendation. 
 
Ms. Call stated that the only issue she identified was the need to identify participation. There is a 
difference in participating as a member of the public; as a Commission member who can vote, or 
a Commission member who cannot vote.  
Ms. Rauch responded that per her earlier discussion with the Law Director, the intent is that it 
refers to Commission member participation in both the discussion and in the vote. That can be 
clarified, however. 
Mr. Way stated that if a Commission member were unable to participate due to an emergency, he 
would assume that they would simply excuse themselves from the meeting.  
Discussion continued regarding ability to participate virtually and need to define an emergency. 
 
Following discussion, the Commission indicated support of the recommended changes with 
clarification of participation. 
 
Mr. Grimes moved, Mr. Supelak seconded a recommendation of approval to City Council with 
clarification of the word, “participation.” 
 
Vote on the motion:  Mr. Grimes, yes; Mr. Supelak, yes; Ms. Call, yes; Mr. Schneier, yes; Mr. Way, 
yes. 
[Motion carried 5-0.] 
 
The next regular meeting of PZC is scheduled for Thursday, March 3, 2022. 
The meeting was adjourned at 9:42 p.m. 
 
 
 
                 
Chair, Planning and Zoning Commission 
 
                    
Assistant Clerk of Council 
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CITY OF DUBLIN 

PLANNING AND ZONING COMMISSION 

RULES AND REGULATIONS 
DRAFT 

 

 

I. POWERS AND DUTIES OF COMMISSION  

 

Detailed information regarding the powers and duties of the Planning and Zoning 

Commission is contained within the Dublin City Charter §7.02 and §7.03 and the Dublin 

Codified Ordinances Section 153.232. 

 

II. COMMISSION MEMBERS (Dublin City Charter §7.03) 

 

A. Membership 

 

Detailed information regarding the Planning and Zoning Commission members is 

contained within the Dublin City Charter §7.02 and §7.03 and the Dublin Codified 

Ordinances Section 153.232 (A). 

 

B. Officers 

 

1. At its meeting in April, or the first meeting as practicable after Council 

appointments, the Commission shall elect a Chair and Vice-Chair.  Officers shall 

be entitled to vote and shall each hold office for one (1) year or until a successor 

is elected. 

 

2. Should the office of Chair or Vice-Chair become vacant, the Commission shall 

elect a successor from its membership within the next two (2) regular meetings.  

 

3. The Commission may elect an interim officer, if necessary, if both the Chair and 

Vice-Chair are not available for a meeting. 

 

C. Attendance of Members 

 

1. Attendance is a responsibility of each member of the Commission. Regular 

attendance is expected for all members. More than four (4) unexcused absences 

within one (1) year may result in a member's removal from the Commission by 

City Council. 

 

2. Each member shall be responsible for notifying the Chair and the Director or 

designee as soon as possible before any Commission meeting if unable to attend. 

 

3. City Council’s strong preference is that all members participate in person at all 

regular and special meetings when the Commission is meeting in a physical 

location. The Mayor may permit a member to participate virtually in the event of 

an emergency. Members must request virtual participation prior to any meeting 
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that a member would like to participate virtually. If a member participates 

virtually, the member must participate in such a manner that the member is visible 

to the meeting participants, unless technology issues prevent such manner of 

participation. 

 

4. The Mayor may determine that any regular or special meeting shall be held 

virtually. Notice of the means of accessing and viewing the meeting shall be 

provided at least 48 hours prior to the meeting. 

 

5. If a meeting is held virtually, or individual members participate virtually, there 

shall be technology mechanisms in place to ensure the public can observe and 

hear the meeting and that the instructions for participation are detailed on the 

City’s website. 

 

D. Resignation 

 

Any member intending to resign prior to the expiration of their term shall notify the 

Clerk of Council in writing. The resignation of a member of the Commission shall 

become effective upon filing with the Clerk of Council or upon the date requested by 

the member. 

 

III. MEETINGS 

 

A. Public Meetings 

 

1. All those who wish to speak on administrative cases will be sworn in. 

 

2. In all administrative hearings, the applicants or the applicants’ representative(s) 

are entitled to cross-examine all witnesses. Questioning may be limited if, in the 

judgment of the Chair, the questioning is either irrelevant or inappropriate. 

 

3. All meetings shall be open to the public per O.R.C. §121.  The Commission may 

meet in executive session in accordance with O.R.C. §121.22 (Open Meetings 

Act). 

 

B. Regular Meetings 

 

Regular meetings of the Commission shall be held in Council Chamber, City Hall 

Municipal Building, at 6:30 p.m. on the first and third Thursdays of the month or as 

approved on the yearly meeting calendar unless otherwise specified. 

 

C. Special Meetings  

 

Special meetings may be held at any time upon call of the Chair, by a majority of the 

voting members of the Commission or upon request by City Council with at least a 
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twenty-four (24) hour notice communicated to each member of the Commission.  

Notice and conduct of all special meetings shall be in accordance with Subsection C 

herein, the Dublin City Charter, Dublin Codified Ordinances and O.R.C. Chapter 121. 

 

D. Quorum 

 

A majority of the members of the Commission shall constitute a quorum for the 

transaction of business (four [4] members). 

 

E. Parliamentary Procedure: 

 

Robert’s Rules of Order, Revised, are to be used as a guide in the governance of this 

Commission and for all cases not otherwise provided for in these rules. Technical 

violations of these rules or parliamentary procedure provisions shall not invalidate 

Commission actions. 

 

IV. APPLICATIONS (Dublin Codified Ordinances Sections 152 and 153) 

 

A. Applications shall be submitted to the Planning Division in accordance with the 

Zoning Code and the administrative provisions of the Planning Division. 

 

B. To ensure that materials for consideration at an upcoming meeting are available for 

public review and inspection and are fully reviewed by the staff prior to the public 

meeting, no additional or supplemental plans, amendments, documentation, or 

changes to an application shall be accepted less than fifteen (15) calendar days prior 

to the meeting date. 

 

V. AGENDA  

 

A. The Planning Division shall prepare and distribute an agenda to the Commission and 

to all applicants prior to the meeting listing all applications pending for the meeting. 

  

B. Applications previously tabled may be scheduled first. The Chair of the Commission 

may alter the agenda order at the meeting. No new agenda items shall be taken up 

after 10:30 p.m. 

 

VI. APPLICATION MATERIALS AND REPORT OF THE PLANNING DIVISION 

 

A. Prior to the scheduled meeting the Planning Division shall prepare and distribute its 

Planning Report and other supporting application materials and related documents to 

the Commission, with a copy for the applicant. A copy shall also be kept on record at 

the offices of the Planning Division for viewing or duplication by the public.  

 

B. The Planning Report may include statements from the Law Director’s office, 

Engineering, Parks and Recreation, the Washington Township Fire Department and 
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any other appropriate personnel regarding their opinions, recommendations, and 

suggested conditions of approval for any particular application. 

 

VII. ATTENDANCE OF APPLICANT 

 

The applicant or their representative shall attend all meetings at which the case is under 

consideration. The Chairperson may permit the applicant or their representative to 

participate virtually in the event of an emergency. The Commission may table, with or 

without a hearing, an application if the applicant or applicant’s representative is not 

present when the matter is called at the meeting. 

 

VIII. TABLING AND WITHDRAWAL 

 

Requests to table or withdraw a case, together with the reason for the request, shall be 

made in writing by the applicant to the Planning Division prior to the meeting or verbally 

by the applicant or his/her/their representative at the meeting.  Requests shall require 

approval by a majority of the Commission members in attendance.  A tabled case may be 

rescheduled for the next available meeting, or at such other time as specified by the 

Commission, or the next available meeting after the reason for the tabling has been 

resolved, as determined by the Planning Division. 

 

IX. MEETING PROCEDURE 

 

A. The Chair calls the meeting to order and introduces administrative items (roll call, 

Pledge of Allegiance, and other administrative items), gives a brief overview of the 

meeting procedure, and makes any other comments necessary to the appropriate 

conduct of the meeting. 

 

B. As necessary, the Planning Division presents an overview of the application and 

states its recommendation. The presentation will generally include such items as the 

relationship of the application to the Community Plan, visual representations of the 

site, and other supporting material and information. The recommendation of The 

Planning Division is for the information of the Commission only and is not binding 

on the action of the Planning and Zoning Commission. 

 

C. The Commission may request additional clarification or ask questions regarding any 

aspect of the presentation by the Planning Division. The applicants and/or their 

representative(s) next have the opportunity to present clarification of their case and 

shall also be available to answer questions.  A time limit may be established at the 

discretion of the Chair. 

 

D. Interested citizens may make comments to the Commission. All persons presenting 

evidence or speaking before the Commission shall identify themselves by name and 

address. There will be a five (5) minute limit for each citizen comment. The Chair 

may request that interested citizens keep their comments brief and limit their 
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comments to information that has not been provided by other citizens, in order to 

facilitate an efficient meeting. The Commission may permit applicants or their 

representatives the opportunity to respond to any issues raised before the Commission 

by the staff or the public. 

 

E. The Chair shall then close the public comment portion of the meeting and the 

Commission shall begin its deliberation of the matter. The Commission may request 

any additional information or comment from staff, applicant, or the public.  

 

F. The Commission votes, by roll call. 

 

G.  The Chair announces the result of the vote and directs the official recording of the 

decision, together with the reasons for the decision, if not included within the 

Commission’s motion. 

 

H. The Planning Division shall report the actions of the Planning and Zoning 

Commission to Council as soon as practicable. 

 

X. RECONSIDERATION 

 

A. All actions by the Commission shall be final subject to the provisions of this section.  

Actions may be reconsidered by the Commission upon its own motion or for good 

cause shown. 

 

B. Any member who voted on the prevailing side of a motion may move to reconsider 

any action of the Commission, provided that such motion must be made no later than 

the second regular meeting after the original action from which reconsideration is 

being requested. Only one motion to reconsider shall be made upon any application. 

 

C. Reconsideration shall be granted by a majority vote of the members in attendance 

after a determination that there are new facts or a change in circumstances from the 

original decision. The reasons for granting reconsideration shall be included within 

the Commission’s decision. 

 

XI. EX-PARTE CONTACT 

 

A. The Commission members should avoid ex-parte contact with the applicant or their 

representative(s) on an application on file with the Planning Division. If any contact 

is made by an applicant, the member should refer the applicant to the Planning 

Division. If mailed material is received, the Planning Division should be notified to 

ensure that all of the members have received the same information. If not, 

information received individually should be made available to all members. 

 

B. Commission members should disclose any substantive discussions with resident(s) 

and/or the general public regarding a pending application at the next public meeting.  
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This should include all relevant information provided by the resident(s) and/or 

general public in order to ensure that all Commission members are considering the 

same information, prior to rendering a decision.   

 

XII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 

 

A. Any member of the Commission who feels that they have a conflict of interest on any 

matter that is on the Commission agenda, shall voluntarily excuse  him/her/their self 

and refrain from discussions on that application. Commission members are 

encouraged to seek advice from the City Law Director as may be necessary to 

determine whether a conflict of interest may exist. 

 

B. Conflict of Interest Procedure:  Once it is determined that a conflict of interest exists, 

the following procedure shall be used: 

 

1. After being recognized by the Chair, the member will note he/she/they will not be 

participating or voting on the application due to a conflict of interest. The member 

may state his/her/their reason why a conflict of interest exists. 

 

2. The member shall then be excused by the Chair and leave the room. Once the 

matter is concluded, the member may rejoin the meeting. 

 

XIII. DISTRIBUTION OF RULES 

 

Upon request, a copy of these rules shall be provided to anyone. Copies of these rules 

will also be made available at the meeting. A summary of the descriptions of the various 

types of proceedings conducted before the Commission will also be available at each 

meeting. 

 

XIV. SUSPENSION OF RULES 

 

The Commission, by affirmative vote of a majority of the members in attendance, shall 

have the authority to suspend or modify its rules and regulations at the meeting for good 

cause. Further, failure to comply with any of the rules and regulations set forth herein, or 

technical procedural deficiencies does not invalidate actions taken by this Commission. 

 
 

 

 

 

 

Amended by Planning and Zoning Commission DRAFT. 

Amended and adopted by Council DRAFT. 
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RULES AND REGULATIONS 
CITY OF DUBLIN  

PLANNING AND ZONING COMMISSION 
DUBLIN, OHIO 

 

PLANNING   5200 Emerald Parkway    Dublin, Ohio 43017   phone 614.410.4600   dublinohiousa.gov 
 

 

 
I. POWERS AND DUTIES OF COMMISSION  
 

Detailed information regarding the powers and duties of the Planning and Zoning 
Commission (PZC) is contained within the Dublin City Charter §7.02 and §7.03 and the 
Dublin Codified Ordinances Section 153.232. 
 

II. COMMISSION MEMBERS (Dublin City Charter Sections 7.01, 7.02, 7.03) 
 

A. Membership 
 
Detailed information regarding the PZC members is contained within the Dublin City 
Charter §7.02 and §7.03 and the Dublin Codified Ordinances Section 153.232 (A). 
 

B. Officers 
 

1. At its meeting in April, or the first meeting as practicable after Council 
appointments, the Commission shall elect a Chair and Vice-Chair. Officers shall be 
entitled to vote and shall each hold office for one (1) year or until a successor is 
elected. 

 
2. Should the office of Chair or Vice-Chair become vacant, the Commission shall elect 

a successor from its membership within the next two (2) regular meetings.  
 
3. The Commission may elect an interim officer, if necessary, if both the Chair and 

Vice-Chair are not available for a meeting. 
 

C. Attendance of Members 
 

1. Attendance is a responsibility of each member of the Commission. Regular 
attendance is expected for all members. More than four (4) unexcused absences 
within one (1) year may result in a member's removal from the Commission by 
City Council. 

 
2. Each member shall be responsible for notifying the Chair and the Planning Division 

Director or designee, as soon as possible before any Commission meeting, if 
unable to attend. 

 
3. City Council’s strong preference is that all members participate in person at all 

regular and special meetings when the Commission is meeting in a physical 
location. The Mayor may permit a member to participate virtually in the event of 
an emergency. Members must request virtual participation, prior to any meeting 
that a member would like to participate virtually. If a member participates virtually, 
the member must participate in such a manner that the member is visible to the 
meeting participants, unless technology issues prevent such manner of 
participation. 
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4. The Mayor may determine that any regular or special meeting shall be held 
virtually. Notice of the means of accessing and viewing the meeting shall be 
provided at least 48 hours prior to the meeting. 

 
5. If a meeting is held virtually, or individual members participate virtually, there shall 

be technology mechanisms in place to ensure the public can observe and hear the 
meeting and that the instructions for participation are detailed on the City’s 
website. 

 
D. Resignation 
 

Any member intending to resign prior to the expiration of their term shall notify the 
Clerk of Council in writing. The resignation of a member of the Commission shall 
become effective upon filing with the Clerk of Council or upon the date requested by 
the member. 
 

III. MEETINGS 
 

A. Public Meetings 
 

1. All those who wish to speak on administrative cases will be sworn in. 
 
2. In all administrative hearings, the applicants or the applicants’ representative(s) 

are entitled to cross-examine all witnesses. Questioning may be limited, in the 
judgment of the Chair, if the questioning is either irrelevant or inappropriate. 

 
3. All meetings shall be open to the public per O.R.C. §121. The Commission may 

meet in executive session in accordance with O.R.C. §121.22 (Open Meetings Act). 
 

B. Regular Meetings 
 

1. Regular meetings of the PZC shall be held in the Council Chamber, City Hall at 
6:30 p.m. on the first and third Thursdays of the month, or as approved on the 
yearly meeting calendar unless otherwise specified. 
 

2. Whenever there is no business for the PZC, the Chair may dispense with a regular 
meeting by giving notice to all the members not less than 24 hours prior to the 
time set for the meeting. 

 
C. Special Meetings  

 
Special meetings may be held at any time upon call of the Chair, by a majority of the 
voting members of the Commission, or upon request by City Council with at least a 
twenty-four (24) hour notice communicated to each member of the Commission. 
Notice and conduct of all special meetings shall be in accordance with Subsection C 
herein, the Dublin City Charter, Dublin Codified Ordinances and O.R.C. Chapter 121. 
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D. Quorum 
 

A majority of the members of the Commission shall constitute a quorum for the 
transaction of business (four [4] members). 
 

E. Parliamentary Procedure 
 

Robert’s Rules of Order, Revised, are to be used as a guide in the governance of this 
Commission and for all cases not otherwise provided for in these rules. Technical 
violations of these rules or parliamentary procedure provisions shall not invalidate PZC 
actions. 
 

IV. APPLICATIONS (Dublin Codified Ordinances Sections 152 and 153) 
 

A. Applications shall be submitted to the Planning Division in accordance with the Dublin 
Zoning Code and the administrative provisions of the Planning Division. 

 
B. To ensure that materials for consideration at an upcoming meeting are available for 

public review and inspection and are fully reviewed by the staff prior to the public 
meeting, no additional or supplemental plans, amendments, documentation, or 
changes to an application shall be accepted less than fifteen (15) calendar days prior 
to the meeting date. 

 
V. AGENDA  
 

A. The Planning Division shall prepare and distribute an agenda to the Commission and 
to all applicants prior to the meeting, listing all applications pending for the meeting. 

 
B. Applications previously tabled may be scheduled first. The Chair of the PZC may alter 

the agenda order at the meeting. No new agenda items shall be taken up after 10:30 
p.m. 

 
VI. APPLICATION MATERIALS AND REPORT OF THE PLANNING DIVISION 
 

A. Prior to the scheduled meeting, the Planning Division shall prepare and distribute its 
Staff Report and other supporting application materials and related documents to the 
Commission, with a copy for the applicant. A copy shall also be kept on record at the 
offices of the Planning Division for viewing or duplication by the public.  

 
B. The Staff Report may include statements from the Law Director’s office, Engineering, 

Parks and Recreation, the Washington Township Fire Department, and any other 
appropriate personnel regarding their opinions, recommendations, and suggested 
conditions of approval for any particular application. 
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VII. ATTENDANCE OF APPLICANT 
 

The applicant or their representative shall attend all meetings at which the case is under 
consideration. The Chair may permit the applicant or their representative to participate 
virtually in the event of an emergency. The Commission may table, with or without a 
hearing, an application if the applicant or applicant’s representative is not present when 
the matter is called at the meeting. 
 

VIII. TABLING AND WITHDRAWAL 
 

Requests to table or withdraw a case, together with the reason for the request, shall be 
made in writing by the applicant to the Planning Division prior to the meeting, or verbally 
by the applicant or his/her/their representative at the meeting. Requests shall require 
approval by a majority of the PZC members in attendance. A tabled case may be 
rescheduled for the next available meeting, at such other time as specified by the 
Commission, or the next available meeting after the reason for the tabling has been 
resolved, as determined by the Planning Division. 

 
IX. MEETING PROCEDURE 
 

A. The Chair calls the meeting to order and introduces administrative items (roll call, 
Pledge of Allegiance, and other introductory items), gives a brief overview of the 
meeting procedure, and makes any other comments necessary to the appropriate 
conduct of the meeting. 

 
B. As necessary, the Planning Division presents an overview of the application and states 

its recommendation. The presentation will generally include such items as the 
relationship of the application to the Community Plan, visual representations of the 
site, and other supporting material and information. The recommendation of the 
Planning Division is for the information of the Commission only and is not binding on 
the action of the PZC. 

 
C. The Commission may request additional clarification or ask questions regarding any 

aspect of the presentation by the Planning Division. The applicants and/or their 
representative(s) next have the opportunity to present clarification of their case and 
shall also be available to answer questions. A time limit may be established at the 
discretion of the Chair. 

 
D. Interested citizens may make comments to the Commission. All persons presenting 

evidence or speaking before the Commission shall identify themselves by name and 
address. There will be a five (5) minute limit for each citizen comment.  

 
 The Chair may request that interested citizens keep their comments brief and limit 

their comments to information that has not been provided by other citizens, in order 
to facilitate an efficient meeting. The Commission may permit applicants, or their 
representatives, the opportunity to respond to any issues raised before the PZC by 
staff or the public. 
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E. The Chair shall then close the public comment portion of the meeting and the 
Commission shall begin its deliberation of the matter. The PZC may request any 
additional information or comment from staff, the applicant, or the public.  

 
F. The Commission votes by roll call. 
 
G.  The Chair announces the result of the vote and directs the official recording of the 

decision, together with the reasons for the decision, if not included within the 
Commission’s motion. 

 
H. The Planning Division shall report the actions of the PZC to Council as soon as 

practicable. 
 
X. RECONSIDERATION 
 

A. All actions by the Commission shall be final subject to the provisions of this section. 
Actions may be reconsidered by the Commission upon its own motion or for good 
cause shown. 

 
B. Any member who voted on the prevailing side of a motion may move to reconsider 

any action of the Commission, provided that such motion must be made no later than 
the second regular meeting after the original action from which reconsideration is 
being requested. Only one motion to reconsider shall be made upon any application. 

 
C. Reconsideration shall be granted by a majority vote of the members in attendance 

after a determination that there are new facts or a change in circumstances from the 
original decision. The reasons for granting reconsideration shall be included within the 
Commission’s decision. 

 
XI. EX-PARTE CONTACT 
 

A. The PZC members should avoid ex-parte contact with the applicant or their 
representative(s) on an application on file with the Planning Division. If any contact is 
made by an applicant, the member should refer the applicant to the Planning Division. 
If mailed material is received, the Planning Division should be notified to ensure that 
all of the members have received the same information. If not, information received 
individually should be made available to all members. 

 
B. Commission members should disclose any substantive discussions with resident(s) 

and/or the general public regarding a pending application at the next public meeting. 
This should include all relevant information provided by the resident(s) and/or general 
public in order to ensure that all Commission Members are considering the same 
information, prior to rendering a decision.  
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XII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 
 

A. Any member of the PZC who feels that they have a conflict of interest on any matter 
that is on the Commission agenda, shall voluntarily excuse themselves and refrain 
from discussions on that application. Commission Members are encouraged to seek 
advice from the Law Director as may be necessary to determine whether a conflict of 
interest may exist. 

 
B. Conflict of Interest Procedure:  once it is determined that a conflict of interest exists, 

the following procedure shall be used: 
 

1. After being recognized by the Chair, the member will note they will not be 
participating or voting on the application due to a conflict of interest. The member 
may state why a conflict of interest exists. 

 
2. The member shall then be excused by the Chair and leave the room. Once the 

matter is concluded, the member may rejoin the meeting. 
 
XIII. DISTRIBUTION OF RULES 
 

Upon request, a copy of these rules shall be provided to anyone. Copies of these rules will 
also be made available on the City’s website and at the Planning Division office. A summary 
of the descriptions of the various types of proceedings conducted before the Commission 
will also be available at each meeting and on the website. 

 
XIV. SUSPENSION OF RULES 
 

The Commission, by affirmative vote of a majority of the members in attendance, shall 
have the authority to suspend or modify its rules and regulations at the meeting for good 
cause. Further, failure to comply with any of the rules and regulations set forth herein, or 
technical procedural deficiencies does not invalidate actions taken by this Commission. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Amended by Planning and Zoning Commission DRAFT February 17, 2022 
Amended and adopted by Council DRAFT 
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I. PURPOSE 
 

A. The purpose of the Board shall be to promote the educational, cultural and economic 
well being of the community through the preservation and maintenance of the 
District and historic sites as landmarks and tangible reminders of early architecture 
in Dublin; and to prevent the deterioration of the District and historic sites.  

 
B. The purpose of the Board shall be accomplished through the review of construction, 

alteration, maintenance and demolition within the District and individual sites subject 
to ARB review; to preserve their architectural features and characteristics; to make 
recommendations as to land use within the District and historic sites; to restore and 
maintain their basic character together with other uses appropriate to the District or 
a historic site’s unique nature; and to recommend legislation designed to promote 
these purposes. 

 
II. POWERS AND DUTIES OF BOARD  
 

Detailed information regarding the powers and duties of the Architectural Review Board 
(ARB) is contained within the Dublin Zoning Code. 

 
III. BOARD MEMBERS (Dublin City Charter Section 7.01 and 7.02) 

 
A. Membership 

 
1. The Board shall have five members appointed by City Council. 
 
2. The term of a Board member shall be three years unless otherwise specified by 

City Council. 
 

B. Officers 
 
1. At its April meeting, or the first meeting as practicable after Council 

appointments, the Board shall elect a Chairperson and Vice-Chairperson.  
Officers shall be entitled to vote and shall each hold office for one year or until a 
successor is elected. 

 
2. Should the office of Chairperson or Vice-Chairperson become vacant, the Board 

shall elect a successor from its membership within the next two regular 
meetings.   

 
3. The Board may elect an interim officer, if necessary, if both the Chairperson and 

Vice-Chairperson are not available for a meeting. 
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C. Attendance of Members 
 
1. Attendance is a responsibility of each member of the Board.  Regular attendance 

is expected for all members. More than four unexcused absences within one year 
may result in a member's removal from the Board by City Council. 

 
2. Each member shall be responsible for notifying the Chairperson and the Planning 

Division Director or designee as soon as possible before any Board meeting if 
unable to attend. 

 
3. City Council’s strong preference is that all members participate in person at all 

regular and special meetings when the Board is meeting in a physical location.  
The Mayor may permit a member to participate virtually in the event of an 
emergency.  Members must request virtual participation prior to any meeting 
that a member would like to participate virtually.  If a member participates 
virtually, the member must participate in such a manner that the member is 
visible to the meeting participants, unless technology issues prevent such 
manner of participation.  

 
4. The Mayor may determine that any regular or special meeting shall be held 

virtually.  Notice of the means of accessing and viewing the meeting shall be 
provided at least 48 hours prior to the meeting. 

 
5. If a meeting is held virtually, or individual members participate virtually, there 

shall be technology mechanisms in place to ensure the public can observe and 
hear the meeting and that the instructions for participation are detailed on the 
City’s website. 

 
D. Resignation 

 
Any member intending to resign prior to the expiration of their term shall notify the 
Clerk of Council in writing. The resignation of a member of the Board shall become 
effective upon filing with the Clerk of Council or upon the date requested by the 
member. 

 
IV. MEETINGS 

 
A. Public Meetings 

 
1. All those who wish to speak on cases will be sworn in. 
 
2. In all administrative hearings, the applicants or the applicants’ representative(s) 

are entitled to cross-examine all witnesses.  Questioning may be limited if, in the 
judgment of the Chairperson, the questioning is either irrelevant or 
inappropriate. 
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3. All meetings shall be open to the public per O.R.C. §121.  The Board may meet 
in executive session in accordance with O.R.C. §121.22 (Open Meetings Act). 

 
B. Regular Meetings 

 
1. Regular meetings of the Board shall be held in Council Chamber, Dublin City Hall, 

at 6:30 p.m. on the fourth Wednesday of the month or as approved on the 
yearly meeting calendar unless otherwise specified.  

 
2. Whenever there is no business for the ARB, the Planning Division may dispense 

with a regular meeting by giving notice to all the members not less than 24 
hours prior to the time set for the meeting. 

 
C. Special Meetings  

 
Special meetings may be held at any time upon call of the Chairperson, by a 
majority of the voting members of the Board or upon request by City Council with at 
least a 48-hour notice communicated to each member of the Board.  Notice and 
conduct of all special meetings shall be in accordance with Subsection C herein, the 
Dublin City Charter, Dublin Codified Ordinances and O.R.C. Chapter 121. 
 

D. Quorum 
 
A majority of the members (three members) of the Board shall constitute a quorum 
for the transaction of business.  

 
E. Parliamentary Procedure 

 
Robert’s Rules of Order, Revised, are to be used as a guide in the governance of this 
Board and for all cases not otherwise provided for in these rules. Technical violations 
of these rules or parliamentary procedure provisions shall not invalidate Board 
actions. 

 
V. APPLICATIONS (Dublin Codified Ordinances Section 153) 

 
A. Applications shall be submitted to the Planning Division in accordance with the 

Dublin Zoning Code and the administrative provisions of the Planning Division.  
 
B. To ensure that materials for consideration at an upcoming meeting are available for 

public review and inspection and are fully reviewed by the staff prior to the public 
meeting, no additional or supplemental plans, amendments, documentation, or 
changes to an application shall be accepted less than 15 calendar days prior to the 
meeting date or as otherwise specified.   

 
VI. AGENDA  
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A. The Planning Division shall prepare and distribute an agenda to the Board and all 
applicants prior to the meeting listing all applications pending for the meeting. 

 
B. Applications previously tabled may be scheduled first. The Chairperson of the Board 

may alter the agenda order at the meeting. No new agenda items shall be taken up 
after 10:00 p.m. 

 
VII. APPLICATION MATERIALS AND REPORT OF THE PLANNING DIVISION 

 
A. Prior to the scheduled meeting the Planning Division shall prepare and distribute its 

Staff Report and other supporting application materials and related documents to the 
Board, and a copy for the applicant. A copy shall also be kept on record at the 
offices of the Planning Division for viewing or duplication for the public.  

 
B. The Staff Report may include statements from the Law Director’s office, Engineering, 

Parks and Recreation, the Washington Township Fire Department and any other 
appropriate personnel or consultants regarding their opinions, recommendations, 
and suggested conditions of approval for any particular application. 

VIII. ATTENDANCE OF APPLICANT 
 
The applicant or their representative shall attend all meetings at which the case is under 
consideration. The Chairperson may permit the applicant or their representative to 
participate virtually in the event of an emergency.  The Board may postpone, with or 
without a hearing, an application if the applicant or applicant’s representative is not 
present when the matter is called at the meeting.        

 
IX. POSTPONEMENT AND WITHDRAWAL 

 
Requests to table or withdraw a case, together with the reason for the request, shall be 
made in writing by the applicant to the Planning Division prior to the meeting or verbally 
by the applicant or his/her representative at the meeting. Requests may require 
approval by a majority of the Board members in attendance.  A postponed case may be 
rescheduled for the next available meeting, or at such other time as specified by the 
Board, or the next available meeting after the reason for the postponement has been 
resolved, as determined by the Planning Division. 

 
X. MEETING PROCEDURE 

 
A. The Chairperson calls the meeting to order and introduces administrative items (roll 

call and other introductory actions), gives a brief overview of the meeting procedure, 
and makes any other comments necessary to the appropriate conduct of the 
meeting. 

 
B. As directed by the Board, the Planning Division presents an overview of the 

application and states its recommendation. The presentation will generally include 
such items as the relationship of the application to the Historic District Code, Historic 
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Design Guidelines, the City Code, visual representations of the site, and other 
supporting material and information. The recommendation of the Planning Division is 
for information only and is not binding on the action of the ARB. 

 
C. Interested citizens may make comments to the Board.  All persons presenting 

evidence or speaking before the Board shall identify themselves by name and 
address.  Unless otherwise modified by the Chairperson, there will be a five (5) 
minute limit for each citizen.  The Chairperson may request that interested citizens 
keep their comments brief and limit their comments to information that has not been 
provided by other citizens, in order to facilitate an efficient meeting. The Board may 
permit applicants or their representatives the opportunity to respond to any issues 
raised before the Board, by the City, or the public. 

 
D. The Chairperson shall then close the public comment portion of the meeting and the 

Board shall begin its deliberation of the matter. The Board may request any 
additional information or comment from the staff, applicant, or the public.  

 
E. The Board votes, by roll call. 
 
F.  The Chairperson announces the result of the vote and directs the official recording of 

the decision, together with the reasons for the decision, if not included within the 
Board’s motion. 

 
G. The Planning Division shall report the actions of the ARB to Council as soon as 

practicable. 
 
XI. RECONSIDERATION 

 
A. All actions by the Board shall be final subject to the provisions of this section.  

Actions may be reconsidered by the Board upon its own motion or for good cause 
shown. 

 
B. Any member who voted on the prevailing side of a motion may move to reconsider 

any action of the Board, provided that such motion must be made no later than the 
second regular meeting after the original action from which reconsideration is being 
requested was taken.  Only one motion to reconsider shall be made upon any 
application.   

 
C. Reconsideration shall be granted by a majority vote of the members in attendance 

after a determination that there are new facts or a change in circumstances from the 
original decision. The reasons for granting reconsideration shall be included within 
the Board’s decision. 

 
XII. EX-PARTE CONTACT 
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A. The Board members should avoid ex-parte contact with any applicant or their 
representative(s) on an application on-file with the Planning Division.  If any contact 
is made by an applicant, the member should refer the applicant to the Planning 
Division.  If mailed material is received, the Planning Division should be notified to 
ensure that all of the members have received the same information.  If not, 
information received individually should be made available to all members. 

 
B. The Board member should disclose any substantive discussions with resident(s) 

and/or the general public regarding a pending application at the next public meeting.  
This should include all relevant information provided by the resident(s) and/or 
general public in order to ensure that all Board members are considering the same 
information, prior to rendering a decision. 

 
XIII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 

 
A. Any member of the Board who feels that they have a conflict of interest on any 

matter that is on the Board agenda, shall voluntarily excuse themselves and refrain 
from discussions on that application.  Board members are encouraged to seek advice 
from the City Law Director as may be necessary to determine whether a conflict of 
interest may exist. 

B. Conflict of Interest Procedure: Once it is determined that a conflict of interest exists, 
the following procedure shall be used: 
 
1. After being recognized by the Chairperson, the member will note he/she will not 

be participating or voting on the application due to a conflict of interest. The 
member may state his/her reason why a conflict of interest exists. 

2. The member shall then be excused by the Chairperson and leave the room. Once 
the matter is concluded, the member may rejoin the meeting. 

 
XIV. DISTRIBUTION OF RULES 

 
Upon request, a copy of these rules shall be provided to anyone. Copies of these rules 
will also be made available on the City’s website and at the Planning Division office. A 
summary of the descriptions of the various types of proceedings conducted before the 
Board will also be available at each meeting. 

 
XV. SUSPENSION OF RULES 

 
The Board, by affirmative vote of a majority of the members in attendance, shall have 
the authority to suspend or modify its rules of procedure and guidelines at the meeting 
for good cause.  Further, failure to comply with any of the rules and regulations set forth 
herein, or technical procedural deficiencies does not invalidate actions taken by this 
Board. 
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I. PURPOSE 
 

A. The purpose of the Board shall be to promote the educational, cultural and economic 
well being of the community through the preservation and maintenance of the 
District and historic sites as landmarks and tangible reminders of early architecture 
in Dublin; and to prevent the deterioration of the District and historic sites.  

 
B. The purpose of the Board shall be accomplished through the review of construction, 

alteration, maintenance and demolition within the District and individual sites subject 
to ARB review; to preserve their architectural features and characteristics; to make 
recommendations as to land use within the District and historic sites; to restore and 
maintain their basic character together with other uses appropriate to the District or 
a historic site’s unique nature; and to recommend legislation designed to promote 
these purposes. 

 
II. POWERS AND DUTIES OF BOARD  
 

Detailed information regarding the powers and duties of the Architectural Review Board 
(ARB) is contained within the Dublin Zoning Code. 

 
III. BOARD MEMBERS (Dublin City Charter Section 7.01 and 7.02) 

 
A. Membership 

 
1. The Board shall have five (5) members appointed by City Council. 
 
2. The term of a Board Member shall be three (3) years unless otherwise specified 

by City Council. 
 

B. Officers 
 
1. At its April meeting, or the first meeting as practicable after Council 

appointments, the Board shall elect a Chair and Vice-Chair. Officers shall be 
entitled to vote and shall each hold office for one year or until a successor is 
elected. 

 
2. Should the office of Chair or Vice-Chair become vacant, the Board shall elect a 

successor from its membership within the next two regular meetings.  
 
3. The Board may elect an interim officer, if necessary, if both the Chair and Vice-

Chair are not available for a meeting. 
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C. Attendance of Members 
 
1. Attendance is a responsibility of each member of the Board. Regular attendance 

is expected for all members. More than four (4) unexcused absences within one 
year may result in a member's removal from the Board by City Council. 

 
2. Each member shall be responsible for notifying the Chair and the Planning 

Division Director or designee as soon as possible before any Board meeting if 
unable to attend. 

 
3. City Council’s strong preference is that all members participate in person at all 

regular and special meetings when the Board is meeting in a physical location. 
The Mayor may permit a member to participate virtually in the event of an 
emergency. Members must request virtual participation prior to any meeting that 
a member would like to participate virtually. If a member participates virtually, 
the member must participate in such a manner that the member is visible to the 
meeting participants, unless technology issues prevent such manner of 
participation. 

 
4. The Mayor may determine that any regular or special meeting shall be held 

virtually. Notice of the means of accessing and viewing the meeting shall be 
provided at least 48 hours prior to the meeting. 

 
5. If a meeting is held virtually, or individual members participate virtually, there 

shall be technology mechanisms in place to ensure the public can observe and 
hear the meeting and that the instructions for participation are detailed on the 
City’s website. 

 
D. Resignation 

 
Any member intending to resign prior to the expiration of their term shall notify the 
Clerk of Council in writing. The resignation of a member of the Board shall become 
effective upon filing with the Clerk of Council or upon the date requested by the 
member. 

 
IV. MEETINGS 

 
A. Public Meetings 

 
1. All those who wish to speak on cases will be sworn in. 
 
2. In all administrative hearings, the applicants or the applicants’ representative(s) 

are entitled to cross-examine all witnesses. Questioning may be limited if, in the 
judgment of the Chair, the questioning is either irrelevant or inappropriate. 
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3. All meetings shall be open to the public per O.R.C. §121. The Board may meet in 
executive session in accordance with O.R.C. §121.22 (Open Meetings Act). 

 
B. Regular Meetings 

 
1. Regular meetings of the ARB shall be held in the Council Chamber, City Hall at 

6:30 p.m. on the fourth Wednesday of the month or as approved on the yearly 
meeting calendar, unless otherwise specified. 
 

2. Whenever there is no business for the ARB, the Chair may dispense with a 
regular meeting by giving notice to all the members not less than 24 hours prior 
to the time set for the meeting. 

 
C. Special Meetings  

 
Special meetings may be held at any time upon call of the Chair, by a majority of the 
voting members of the Board, or upon request by City Council with at least a twenty-
four (24) hour notice communicated to each member of the Board. Notice and 
conduct of all special meetings shall be in accordance with Subsection C herein, the 
Dublin City Charter, Dublin Codified Ordinances and O.R.C. Chapter 121. 
 

D. Quorum 
 
A majority of the members (three [3] members) of the Board shall constitute a 
quorum for the transaction of business.  

 
E. Parliamentary Procedure 

 
Robert’s Rules of Order, Revised, are to be used as a guide in the governance of this 
Board and for all cases not otherwise provided for in these rules. Technical violations 
of these rules or parliamentary procedure provisions shall not invalidate Board 
actions. 

 
V. APPLICATIONS (Dublin Codified Ordinances Section 153) 

 
A. Applications shall be submitted to the Planning Division in accordance with the 

Dublin Zoning Code and the administrative provisions of the Planning Division.  
 
B. To ensure that materials for consideration at an upcoming meeting are available for 

public review and inspection and are fully reviewed by the staff prior to the public 
meeting, no additional or supplemental plans, amendments, documentation, or 
changes to an application shall be accepted less than fifteen (15) calendar days prior 
to the meeting date.  
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VI. AGENDA  
 
A. The Planning Division shall prepare and distribute an agenda to the Board and all 

applicants prior to the meeting listing all applications pending for the meeting. 
 
B. Applications previously tabled may be scheduled first. The Chair of the Board may 

alter the agenda order at the meeting. No new agenda items shall be taken up after 
10:30 p.m. 

 
VII. APPLICATION MATERIALS AND REPORT OF THE PLANNING DIVISION 

 
A. Prior to the scheduled meeting the Planning Division shall prepare and distribute its 

Staff Report and other supporting application materials and related documents to the 
Board, and a copy for the applicant. A copy shall also be kept on record at the 
offices of the Planning Division for viewing or duplication for the public.  

 
B. The Staff Report may include statements from the Law Director’s office, Engineering, 

Parks and Recreation, the Washington Township Fire Department and any other 
appropriate personnel or consultants regarding their opinions, recommendations, 
and suggested conditions of approval for any particular application. 

 
VIII. ATTENDANCE OF APPLICANT 

 
The applicant or their representative shall attend all meetings at which the case is under 
consideration. The Chair may permit the applicant or their representative to participate 
virtually in the event of an emergency. The Board may table, with or without a hearing, 
an application if the applicant or applicant’s representative is not present when the 
matter is called at the meeting.  

 
IX. TABLING AND WITHDRAWAL 

 
Requests to table or withdraw a case, together with the reason for the request, shall be 
made in writing by the applicant to the Planning Division, prior to the meeting or 
verbally by the applicant or his/her representative at the meeting. Requests may require 
approval by a majority of the Board Members in attendance. A tabled case may be 
rescheduled for the next available meeting, or at such other time as specified by the 
Board, or the next available meeting after the reason for tabling has been resolved, as 
determined by the Planning Division. 

 
X. MEETING PROCEDURE 

 
A. The Chair calls the meeting to order and introduces administrative items (roll call, 

the Pledge of Allegiance and other introductory actions), gives a brief overview of 
the meeting procedure, and makes any other comments necessary to the 
appropriate conduct of the meeting. 
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B. As directed by the Board, the Planning Division presents an overview of the 
application and states its recommendation. The presentation will generally include 
such items as the relationship of the application to the Historic District Code, Historic 
Design Guidelines, Dublin City Code, visual representations of the site, and other 
supporting material and information. The recommendation of the Planning Division is 
for information only and is not binding on the action of the ARB. 

 
C. The Board may request additional clarification or ask questions regarding any aspect 

of the presentation by the Planning Division. The applicants and/or their 
representative(s) next have the opportunity to present clarification of their case and 
shall also be available to answer questions.  A time limit may be established at the 
discretion of the Chair. 

 
D. Interested citizens may make comments to the Board. All persons presenting 

evidence or speaking before the Board shall identify themselves by name and 
address. There will be a five (5) minute limit for each citizen comment.  

 
 The Chair may request that interested citizens keep their comments brief and limit 

their comments to information that has not been provided by other citizens, in order 
to facilitate an efficient meeting. The Board may permit applicants, or their 
representatives, the opportunity to respond to any issues raised before the ARB by 
staff or the public. 

 
E. The Chair shall then close the public comment portion of the meeting and the Board 

shall begin its deliberation of the matter. The Board may request any additional 
information or comment from staff, the applicant, or the public.  

 
F. The Board votes by roll call. 
 
G.  The Chair announces the result of the vote and directs the official recording of the 

decision, together with the reasons for the decision, if not included within the 
Board’s motion. 

 
H The Planning Division shall report the actions of the ARB to Council as soon as 

practicable. 
 
XI. RECONSIDERATION 

 
A. All actions by the Board shall be final, subject to the provisions of this section. 

Actions may be reconsidered by the Board upon its own motion or for good cause 
shown. 

 
B. Any member who voted on the prevailing side of a motion may move to reconsider 

any action of the Board, provided that such motion must be made no later than the 
second regular meeting after the original action from which reconsideration is being 
requested was taken. Only one motion to reconsider shall be made upon any 
application.  
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C. Reconsideration shall be granted by a majority vote of the members in attendance 
after a determination that there are new facts or a change in circumstances from the 
original decision. The reasons for granting reconsideration shall be included within 
the Board’s decision. 

 
XII. EX-PARTE CONTACT 

 
A. The Board Members should avoid ex-parte contact with any applicant or their 

representative(s) on an application on-file with the Planning Division. If any contact 
is made by an applicant, the member should refer the applicant to the Planning 
Division. If mailed material is received, the Planning Division should be notified to 
ensure that all of the members have received the same information. If not, 
information received individually should be made available to all members. 

 
B. The Board Member should disclose any substantive discussions with resident(s) 

and/or the general public regarding a pending application at the next public meeting. 
This should include all relevant information provided by the resident(s) and/or 
general public in order to ensure that all Board Members are considering the same 
information, prior to rendering a decision. 

 
XIII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 

 
A. Any member of the Board who feels that they have a conflict of interest on any 

matter that is on the Board agenda, shall voluntarily excuse themselves and refrain 
from discussions on that application. Board Members are encouraged to seek advice 
from the Law Director, as may be necessary to determine whether a conflict of 
interest may exist. 

 
B. Conflict of Interest Procedure: Once it is determined that a conflict of interest exists, 

the following procedure shall be used: 
 
1. After being recognized by the Chair, the member will note they will not be 

participating or voting on the application due to a conflict of interest. The 
member may state why a conflict of interest exists. 

 
2. The member shall then be excused by the Chair and leave the room. Once the 

matter is concluded, the member may rejoin the meeting. 
 
XIV. DISTRIBUTION OF RULES 

 
Upon request, a copy of these rules shall be provided to anyone. Copies of these rules 
will also be made available on the City’s website and at the Planning Division office. A 
summary of the descriptions of the various types of proceedings conducted before the 
Board will also be available at each meeting and on the website. 
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XV. SUSPENSION OF RULES 
 
The Board, by affirmative vote of a majority of the members in attendance, shall have 
the authority to suspend or modify its rules of procedure and guidelines at the meeting 
for good cause. Further, failure to comply with any of the rules and regulations set forth 
herein, or technical procedural deficiencies does not invalidate actions taken by this 
Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Amended by Architectural Review Board DRAFT February 23, 2022 
EN00348.Public-00348   4884-4749-1851v1                    Amended and adopted by City Council DRAFT                



Board of Zoning Appeals   
Meeting Minutes of February 27, 2022 

Page 21 of 22 
 

 

PLANNING    5200 Emerald Parkway    Dublin, Ohio 43017    phone  614.410.4600    dublinohiousa.gov 

 
 

DRAFT 

Ms. Herbert – She preferred the Stay of Action and then see the applicant go through the Variance process, 
of which they have an option. When you do nt stay it and they appeal it, it is opened up to the judicial 

system’s interpretation and then the City loses control over the process, too. 

 
Mr. Nigh moved, Mr. Deschler seconded, to affirm Staff’s determination that a pergola structure is not 

considered as an open and uncovered structure, and direct the City to define the terms open, uncovered, 
pergola, patio, trellis, porch, etc. and request the City starts that process. 

 

Ms. Noble – If the vote is split, two and two, to affirm Staff’s determination the affirmation would be 
disapproved.  

Ms. Herbert – Would vote no. 
The Chair – He asked to pause as roll was not requested and called yet. He asked what the City’s take 

would be if this would go to the Common Pleas Court. That would be the next appropriate step to take and 
Legal knows that could be an option. He said if Mr. Clower votes no, the applicant would be successful and 

that would open the door open and uncovered. If Mr. Clower votes yes, then the Administrative Appeal is 

rejected but the Variance could still go forward. If this goes to Common Pleas Court, the City ’s legal staff 
will deal with it at that point.  

The Chair – He said the motion and second had been made and asked Staff to call the roll. 
Mr. Deschler – He requested a pause to add onto the motion, first, from a definition standpoint, there is a 

holistic view on all these issues, brought out by the applicant along with definitions for the appropriate 

Code Sections.  
 

Vote: Mr. Deschler, yes; Mr. Nigh, yes; Ms. Herbert, no; and Mr. Clower, yes.  
[Motion carried 3-1] 

 

The Chair – This Administrative Appeal case is finished and we will see what happens with the Variance.  
 

The Board recommended that the definitions be added to include the following elements: 

Arbor, Awning, Canopy, Fence, Gazebo, Path, Patio, Pergola, Porch, Portico, Roof, Structures, 

Trellis, and Walkway. The Board requested clarifications for “Cover/Top”, “Open/Partially 

Open” and “Covered/Uncovered”. 

 

 

3.  Rules and Regulations, 22-017ADMO, Administrative Request - Other 

 

This is an application for a review and recommendation to City Council for proposed updates to the Board 

of Zoning Appeals Rules and Regulations. 

 

Ms. Noble – Before the Board this evening is an amended Rules and Regulations applicable to the Board of 

Zoning Appeals although similar amendments have been proposed for the Planning and Zoning Commission 

and the Architectural Review Board. The impetus to the changes is for the Mayor to make a determination 

that based on illnesses or the inability to attend meetings, specifically related to the pandemic that they 

are able to express the desire to do a virtual meeting, which is in the first paragraph.  

 

The second and third paragraphs are at the Mayor’s discretion to determine whether a meeting could be 

wholly attended virtually and if so, there would be time requirements in place. This just provides more 

parameters to those meetings. This is on the cusp of the last couple of years when the City had to be more 

flexible for public meeting processes. 
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The recommendation from this Board would then be forwarded to City Council. The Planning and Zoning 

Commission and the Architectural Review Board have approved the modifications with the request that 

Staff provide further clarification to the term “emergency” because of the terminology we have been 

provided. A motion before this Board will go to City Council to adopt the new language by the Board and 

Commission.     

 

Ms. Herbert – We need to equally define that because having the meetings in person are the best avenue 

for the applicant, the City, and citizens in general that want to participate. Zoom is easy but it is also ‘not 

your day in court’ kind of process. Out of clarity, ‘emergency’ will not be used just because it is snowy out, 

for example   

Mr. Deschler – This states in an emergency situation, that the applicant cannot attend, virtually.  

Mr. Nigh – It could also mean if a Board Member could not attend or the applicant had a health issue or 

stuck somewhere, their case would not be heard. That was the part he liked. Let’s say the applicant’s car 

broke down and they could not make it or they got stuck out of town. For that he agreed that definitions 

are really important, just as we learned this evening. He is in favor of this addition.  

Ms. Noble – An emergency is supposed to be related strictly to Covid. The other Boards have said there 

should be more clarification and part of Council’s considerations. 

Mr. Nigh – If there is a chance you are not going to have quorum, we are serving the public. If someone 

is out, the application cannot move forward if there is not going to be a quorum. As Board Members, we 

serve the public. If Ms. Herbert’s plane could not arrive in time, she could join virtually if that situation was 

considered an emergency. Understanding, it would have to be a substantial reason in order to do that. 

Mr. Clower – Agreed.  

Mr. Nigh moved, Ms. Herbert seconded, to recommend approval to City Council for the Administrative 

Request to update the Board of Zoning Appeal’s Rules and Regulations by this draft language but with the 
caveat that Council explore more definitions of emergency situations.  

Vote:    Mr. Clower, yes; Mr. Deschler, yes; and Mr. Nigh, yes; and Ms. Herbert, yes. 

[Motion carried 4-0] 

 

In addition, the Board asked of all emergencies were defined as Covid-related, only. The 

suggested emergencies cover other matters too, as related to the Board’s ability to participate, 

virtually. 

 

COMMUNICATIONS 

 

The Board was asked to adopt the proposed meeting dates for March 2022 through February 2023. The 
Board unanimously decided to adopt only the meetings from March 22, 2022 – July 28, 2022. 

 

Mr. Deschler adjourned the meeting at 10:10 p.m. 

 

 
___________________________________ 

Chair, Board of Zoning Appeals 
 

 

____________________________________ 
Administrative Assistant II, Recorder 

 



 

 

RULES AND REGULATIONS 
CITY OF DUBLIN 

BOARD OF ZONING APPEALS 
DUBLIN, OHIO 

DRAFT 
 

 
I. POWERS AND DUTIES OF BOARD 
  
 Detailed information regarding the powers and duties of the Board of Zoning 

Appeals (BZA) is contained within the City of Dublin Zoning Code.   
 
 
II.  BOARD MEMBERS  
 

A. Membership 
1. The Board shall have five (5) members appointed by City Council. 
2. The term of a Board member shall be three (3) years unless 

otherwise specified by City Council. 
 
 

B. Officers 
1. At its meeting in April, or the first meeting as practicable after 

Council appointments, the Commission shall elect a Chair and 
Vice-Chair.  Officers shall be entitled to vote and shall each hold 
office for one (1) year or until a successor is elected.   

2. Should the office of Chairchairperson or Vvice-Cchairperson 
become vacant, the Board shall elect a successor from its 
membership within the next two regular meetings.   

3. The Board may elect an interim officer, if necessary, if both the 
Chair and Vice-Chair are not available for a meeting. 

 
C. Attendance of Members 

1. Attendance is a responsibility of each member of the Board.  
Regular attendance is encouraged for all members.  More than 
four (4) unexcused absences within one (1) year may result in a 
member’s removal from the Board by City Council. 

2. Each member shall be responsible for notifying the Chair and the 
Planning Director or designee as soon as possible before any 
Board meeting if unable to attend.  

3. City Council’s strong preference is that all members participate in 
person at all regular and special meetings when the Board is 
meeting in a physical location. The Mayor may permit a member 
to participate virtually in the event of an emergency. Members 
must request virtual participation prior to any meeting that a 
member would like to participate virtually. If a member 
participates virtually, the member must participate in such a 
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manner that the member is visible to the meeting participants, 
unless technology issues prevent such manner of participation. 

4. The Mayor may determine that any regular or special meeting 
shall be held virtually. Notice of the means of accessing and 
viewing the meeting shall be provided at least 48 hours prior to 
the meeting. 

5. If a meeting is held virtually, or individual members participate 
virtually, there shall be technology mechanisms in place to ensure 
the public can observe and hear the meeting and that the 
instructions for participation are detailed on the City’s website. 

 
D. Resignation 

Any member intending to resign prior to the expiration of their term shall 
notify the Clerk of Council in writing.  The resignation of a member of the 
Board shall become effective upon filing with the Clerk of Council or upon 
the date requested by the member. 

 
III. MEETINGS 
 

A. Public Meetings   
 
1. All those who wish to speak on administrative cases will be sworn 

in. 
2. In all administrative hearings, the applicants or the applicants’ 

representative(s) are entitled to cross-examine all witnesses.  
Questioning may be limited if, in the judgment of the Chair, the 
question is either irrelevant or inappropriate. 

3.   All meetings shall be open to the public per O.R.C. §121.  The 
Commission may meet in executive session in accordance with 
O.R.C. §121.22 (Open Meetings Act).   

  
B.   Regular Meetings 

 
1. Regular meetings of the Board shall be held in Council Chambers, 

Municipal BuildingCity Hall, at 7:00 6:30 p.m. on the fourth 
Thursday of the month or as approved on the yearly meeting 
calendar unless otherwise specified. When necessary to 
accomplish the work of the Board, another meeting may be held 
at the same place and hour as set forth above, on the Thursday 
as approved on the yearly meeting calendar unless otherwise 
specified.   

2. Whenever there is no business for the BZA, the Chairperson may 
dispense with a regular meeting by giving notice to all the 
members not less than 24 hours prior to the time set for the 
meeting. 

 
C. Special Meetings  
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Special meetings may be held at any time upon call of the Chair, by a 
majority of the voting members of the Board or upon request by City  
Council with at least a twenty-four (24) hour notice communicated to 
each member of the Board.  Notice and conduct of all special meetings 
shall be in accordance with Subsection C herein, the Dublin City Charter, 
Dublin Codified Ordinances, and O.R.C. Chapter 121. 

                 
 
D. Quorum 

 
A majority of the members of the Board shall constitute a quorum for the 
transaction of business (three [3] members).  

          
 
E. Parliamentary Procedure: 

 
Robert’s Rules of Order, Revised, are to be used as a guide in the 
governance of this Board and for all cases not otherwise provided for in 
these rules. Technical violations of these rules or parliamentary procedure 
provisions shall not invalidate Board actions. 

 
 
IV. APPLICATIONS (Dublin Codified Ordinances Sections 152 and 153) 

 
A. Applications shall be submitted to Land Use and Long Rangethe Planning 

Division in accordance with the Zoning Code and the administrative 
provisions of Land Use and Long Range the Planning Division.  
 

B. To ensure that materials for consideration at an upcoming meeting are 
available for public review and inspection and are fully reviewed by the 
City prior to the public meeting, no additional or supplemental plans, 
amendments, documentation, or changes to an application shall be 
accepted less than fifteen (15) calendar days prior to the meeting date, 
unless otherwise prohibited. 

 
V.    AGENDA  
 

A. Land Use and Long RangeThe Planning Division shall prepare and 
distribute an agenda with all pending applications to the Board and 
applicants, prior to the meeting listing all applications pending for the 
meeting to all applicants. 

  
B. Applications previously tabled may be scheduled first. The Chair of the 

Board may alter the agenda order at the meeting. No new agenda items 
shall be taken up after 10:30 p.m. 
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 VI. APPLICATION MATERIALS AND REPORT OF LAND USE AND LONG 
RANGE THE PLANNING DIVISION 

 
A. Prior to the scheduled meeting Land Use and Long Rangethe Planning 

Division shall prepare and distribute its Planning Staff Report and other 
supporting application materials and related documents to the Board, 
with a copy for the applicant. A copy shall also be kept on record at the 
offices of the Land Use and Long Range Planning Division for viewing or 
duplication by the public. 

  
B. The Planning Staff Report may include statements from the Law 

Director’s office, Engineering, Parks and Open SpaceRecreation, the 
Washington Township Fire Department, and any other appropriate 
personnel regarding their opinions, recommendations, and suggested 
conditions of approval for any particular application. 

 
C.   An application for a hearing before the Board of ZZoning Appeals of a 

variance to the Building Code or Stream Corridor Protection Zone shall be 
submitted to the Planning Division on the required application deadlines 
established by City Council.   The applicant  shall supply such  
information, documents, drawings, photographs, and other material to 
rebut any decision made by the City of Dublin.  

 
VII. ATTENDANCE OF APPLICANT 
 

The applicant or their representative shall attend all meetings at which the case 
is under consideration. The Chair may permit the applicant or their 
representative to participate virtually in the event of an emergency. The Board 
may table, with or without a hearing, an application if the applicant or applicant’s 
representative is not present when the matter is called at the meeting.                                  
.  

                       
 
VIII. TABLING AND WITHDRAWAL 
 

Requests to table or withdraw a case, together with the reason for the request, 
shall be made in writing by the applicant to Land Use and Long Rangethe 
Planning Division prior to the meeting, or verbally by the applicant or his/her 
representative, at the meeting. Requests may require approval by a majority of 
the Board members in attendance.  A tabled case may be rescheduled for the 
next available meeting, or at such other time as specified by the Board, or the 
next available meeting after the reason for the tabling has been resolved, as 
determined by theLand Use and Long Range Planning Division. 

 
  IX. MEETING PROCEDURE 
 

A. The Chair calls the meeting to order and introduces administrative items 
(roll call and other administrative business items), gives a brief overview 
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of the meeting procedure, and makes any other comments necessary to 
the appropriate conduct of the meeting. 

 
B. As necessary, the Land Use and Long Range Planning Division presents 

an overview of the application and states its recommendation. The 
presentation will generally include visual representations of the site and 
other supporting material and information. The recommendation of the 
Land Use and Long Range Planning Division is for the information of the 
Board only and is not binding on the action of the Board of Zoning 
Appeals.   

 
C. Interested citizens may make comments to the Board.  All persons 

presenting evidence or speaking before the Board shall identify 
themselves by name and address.  The Chair has the authority to limit 
the time for each citizen comment, and the number of persons making 
comments, on any case or limit the number of times a single person may 
speak. The Board may permit applicants or their representatives the 
opportunity to respond to any issues raised before the Board by the City 
or the public. 

 
D. The Chairperson shall then close the public comment portion of the 

meeting and the Board shall begin its deliberation of the matter. The 
Board may request any additional information or comment from the City, 
applicant, or the public.  

 
E. The Board votes, by roll call. 
 
F.  The Chair announces the result of the vote and directs the official 

recording of the decision, together with the reasons for the decision, if 
not included within the Board’s motion. 

 
G.       TheLand Use and Long Range Planning Division shall report the actions of 

the Board of Zoning Appeals to City Council as soon as practicable. 
 
 
X. RECONSIDERATION 

 
A. All actions by the Board shall be final, subject to the provisions of this 

section.  Actions may be reconsidered by the Board upon its own motion 
or for good cause shown. 
 

B. Any member who voted on the prevailing side of a motion may move to 
reconsider any action of the Board, provided that such motion must be 
made no later than the next regular meeting after the original action from 
which reconsideration is being requested was taken.  Only one motion to 
reconsider shall be made upon any application.   
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C. Reconsideration shall be granted by a majority vote of the members in 
attendance after a determination that there are new facts, or a change in 
circumstances, from the original decision. The reasons for granting 
reconsideration shall be included within the Board’s decision. 

 
XI. EX-PARTE CONTACT 
 

A. A. The Board members should avoid ex-parte contact with any 
interested party on an application on-file with theLand Use and Long 
Range Planning Division. Members should not engage in conversations 
with interested parties or with each other except for that which takes 
place at a scheduled Board of Zoning Appeals meeting. This also applies 
to other contacts, such as phone calls, chance meetings, or other 
occasions. If any contact is made by an applicant, the member should 
refer the applicant to the Land Use and Long Range Planning Division. If 
mailed material is received, theLand Use and Long Range Planning 
Division should be notified to ensure that all of the members have 
received the same information. If not, information received individually 
should be made available to all members. 

 
B. The Board member should report any attempted contact at the meeting 

and may refuse to participate in the deliberation and decision of the case.  
 

 
XII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 
 

A. Any member of the Board who feels that they have a conflict of interest 
on any matter that is on the Board agenda, shall voluntarily excuse 
themselves and refrain from discussions on that application.  Board 
members are encouraged to seek advice from the City Law Director as 
may be necessary to determine whether a conflict of interest may exist. 
 

B. Conflict of Interest Procedure: Once it is determined that a conflict of 
interest exists, the following procedure shall be used: 

 
1. After being recognized by the Chair, the member will note he/she 

will not be participating or voting on the application due to a 
conflict of interest. The member may state his/her why a conflict 
of interest exists. 

2. The member shall then be excused by the Chair and leave the 
room. Once the matter is concluded, the member may rejoin the 
meeting. 

 
XIII. DISTRIBUTION OF RULES 
 

Upon request, a copy of these rules shall be provided to anyone. Copies of these 
rules will also be made available on the City’s website and at the Planning 
Division office. at the meeting. A summary of the descriptions of the various 
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types of proceedings conducted before the Board will also be available at each 
meeting. 

 
XIV. SUSPENSION OF RULES 
 

The Board, by affirmative vote of a majority of the members in attendance, shall 
have the authority to suspend or modify its rules and regulations at the meeting 
for good cause.  Further, failure to comply with any of the rules and regulations 
set forth herein, or technical procedural deficiencies does not invalidate actions 
taken by this Board. 

 
 
 
Passed by the Board of Zoning Appeals on August 27, 2009February 24, 2022. 
Adopted by City Council on March xx, 2022______________________________ 
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I. POWERS AND DUTIES OF BOARD 
  
 Detailed information regarding the powers and duties of the Board of Zoning Appeals 

(BZA) is contained within the City of Dublin Zoning Code.  
 
II.  BOARD MEMBERS (Dublin City Charter Sections 7.01, 7.02, 7.03) 
 

A. Membership 
 

1. The Board shall have five (5) members appointed by City Council. 
 
2. The term of a Board Member shall be three (3) years, unless otherwise specified 

by City Council. 
 

B. Officers 
 

1. At its meeting in April, or the first meeting as practicable after Council 
appointments, the Board shall elect a Chair and Vice-Chair. Officers shall be 
entitled to vote and shall each hold office for one (1) year or until a successor is 
elected.  

 
2. Should the office of Chair or Vice-Chair become vacant, the Board shall elect a 

successor from its membership within the next two regular meetings.  
 
3. The Board may elect an interim officer, if necessary, if both the Chair and Vice-

Chair are not available for a meeting. 
 

C. Attendance of Members 
 

1. Attendance is a responsibility of each member of the Board. Regular attendance 
is encouraged for all members. More than four (4) unexcused absences within 
one (1) year may result in a member’s removal from the Board by City Council. 

 
2. Each member shall be responsible for notifying the Chair and the Planning 

Division Director or designee as soon as possible before any Board meeting, if 
unable to attend.  

 
3. City Council’s strong preference is that all members participate in person at all 

regular and special meetings when the Board is meeting in a physical location. 
The Mayor may permit a member to participate virtually in the event of an 
emergency. Members must request virtual participation, prior to any meeting 
that a member would like to participate virtually. If a member participates 
virtually, the member must participate in such a manner that the member is 
visible to the meeting participants, unless technology issues prevent such 
manner of participation. 
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4. The Mayor may determine that any regular or special meeting shall be held 
virtually. Notice of the means of accessing and viewing the meeting shall be 
provided at least 48 hours prior to the meeting. 

 
5. If a meeting is held virtually, or individual members participate virtually, there 

shall be technology mechanisms in place to ensure the public can observe and 
hear the meeting and that the instructions for participation are detailed on the 
City’s website. 

 
D. Resignation 

 
Any member intending to resign prior to the expiration of their term shall notify the 
Clerk of Council in writing. The resignation of a member of the Board shall become 
effective upon filing with the Clerk of Council or upon the date requested by the 
member. 

 
III. MEETINGS 
 

A. Public Meetings   
 

1. All those who wish to speak on administrative cases will be sworn in. 
 
2. In all administrative hearings, the applicants or the applicants’ representative(s) 

are entitled to cross-examine all witnesses. Questioning may be limited, in the 
judgment of the Chair, if the question is either irrelevant or inappropriate. 

 
3.  All meetings shall be open to the public per O.R.C. §121. The Board may meet in 

executive session in accordance with O.R.C. §121.22 (Open Meetings Act).  
  

B. Regular Meetings 
 

1. Regular meetings of the Board shall be held in the Council Chamber, City Hall, at 
6:30 p.m. on the fourth Thursday of the month or as approved on the yearly 
meeting calendar unless otherwise specified.  
  

2. Whenever there is no business for the BZA, the Chair may dispense with a 
regular meeting by giving notice to all the members not less than 24 hours prior 
to the time set for the meeting. 

 
C. Special Meetings  

 
Special meetings may be held at any time upon call of the Chair, by a majority of the 
voting members of the Board or upon request by City Council with at least a twenty-
four (24) hour notice communicated to each member of the Board. Notice and 
conduct of all special meetings shall be in accordance with Subsection C herein, the 
Dublin City Charter, Dublin Codified Ordinances, and O.R.C. Chapter 121. 
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D. Quorum 
 

A majority of the members of the Board shall constitute a quorum for the transaction 
of business (three [3] members).  

 
E. Parliamentary Procedure 

 
Robert’s Rules of Order, Revised, are to be used as a guide in the governance of this 
Board and for all cases not otherwise provided for in these rules. Technical violations 
of these rules or parliamentary procedure provisions shall not invalidate Board 
actions. 

 
IV. APPLICATIONS (Dublin Codified Ordinances Sections 152 and 153) 
 

A. Applications shall be submitted to the Planning Division in accordance with the 
Zoning Code and the administrative provisions of the Planning Division.  

 
B. To ensure that materials for consideration at an upcoming meeting are available for 

public review and inspection and are fully reviewed by the City prior to the public 
meeting, no additional or supplemental plans, amendments, documentation, or 
changes to an application shall be accepted less than fifteen (15) calendar days prior 
to the meeting date, unless otherwise specified.  

 
V. AGENDA  
 

A. The Planning Division shall prepare and distribute an agenda with all pending 
applications to the Board and applicants, prior to the meeting. 

  
B. Applications previously tabled may be scheduled first. The Chair of the Board may 

alter the agenda order at the meeting. No new agenda items shall be taken up after 
10:30 p.m. 

 
 VI. APPLICATION MATERIALS AND REPORT OF THE PLANNING DIVISION 
 

A. Prior to the scheduled meeting, the Planning Division shall prepare and distribute its 
Staff Report and other supporting application materials and related documents to the 
Board, with a copy for the applicant. A copy shall also be kept on record at the 
offices of the Planning Division for viewing or duplication by the public. 

 
B. The Staff Report may include statements from the Law Director’s office, Engineering, 

Parks and Recreation, the Washington Township Fire Department, and any other 
appropriate personnel regarding their opinions, recommendations, and suggested 
conditions of approval for any particular application. 
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VII. ATTENDANCE OF APPLICANT 
 

The applicant or their representative shall attend all meetings at which the case is under 
consideration. The Chair may permit the applicant or their representative to participate 
virtually in the event of an emergency. The Board may table an application, with or 
without a hearing, if the applicant or applicant’s representative is not present when the 
matter is called at the meeting.  

 
VIII. TABLING AND WITHDRAWAL 
 

Requests to table or withdraw a case, together with the reason for the request, shall be 
made in writing by the applicant to the Planning Division prior to the meeting, or 
verbally by the applicant or his/her representative, at the meeting. Requests may 
require approval by a majority of the Board members in attendance. A tabled case may 
be rescheduled for the next available meeting, or at such other time as specified by the 
Board, or the next available meeting after the reason for the tabling has been resolved, 
as determined by the Planning Division. 

 
IX. MEETING PROCEDURE 
 

A. The Chair calls the meeting to order and introduces administrative items (roll call 
and other introductory items), gives a brief overview of the meeting procedure, and 
makes any other comments necessary to the appropriate conduct of the meeting. 

 
B. As necessary, the Planning Division presents an overview of the application and 

states its recommendation. The presentation will generally include visual 
representations of the site and other supporting material and information. The 
recommendation of the Planning Division is for the information of the Board only and 
is not binding on the action of the BZA.  

 
C. The Board may request additional clarification or ask questions regarding any aspect 

of the presentation by the Planning Division. The applicants and/or their 
representative(s) next have the opportunity to present clarification of their case and 
shall also be available to answer questions. A time limit may be established at the 
discretion of the Chair. 

 
D. Interested citizens may make comments to the Board. All persons presenting 

evidence or speaking before the Board shall identify themselves by name and 
address. There will be a five (5) minute limit for each citizen comment.  

 
 The Chair may request that interested citizens keep their comments brief and limit 

their comments to information that has not been provided by other citizens, in order 
to facilitate an efficient meeting. The Board may permit applicants, or their 
representatives, the opportunity to respond to any issues raised before the BZA by 
staff or the public. 
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E. The Chair shall then close the public comment portion of the meeting and the Board 
shall begin its deliberation of the matter. The Board may request any additional 
information or comment from the City, applicant, or the public.  

 
F. The Board votes by roll call. 
 
G.  The Chair announces the result of the vote and directs the official recording of the 

decision, together with the reasons for the decision, if not included within the 
Board’s motion. 

 
H. The Planning Division shall report the actions of the BZA to City Council, as soon as 

practicable. 
 
X. RECONSIDERATION 
 

A. All actions by the Board shall be final, subject to the provisions of this section. 
Actions may be reconsidered by the Board upon its own motion or for good cause 
shown. 

 
B. Any member who voted on the prevailing side of a motion may move to reconsider 

any action of the Board, provided that such motion must be made no later than the 
next regular meeting after the original action from which reconsideration is being 
requested was taken. Only one motion to reconsider shall be made upon any 
application.  

 
C. Reconsideration shall be granted by a majority vote of the members in attendance 

after a determination that there are new facts or a change in circumstances from the 
original decision. The reasons for granting reconsideration shall be included within 
the Board’s decision. 

 
XI. EX-PARTE CONTACT 
 

A. The Board Members should avoid ex-parte contact with the applicant or their 
representative(s) on an application on file with the Planning Division. If any contact 
is made by an applicant, the member should refer the applicant to the Planning 
Division. If mailed material is received, the Planning Division should be notified to 
ensure that all of the members have received the same information. If not, 
information received individually should be made available to all members. 

 
B. The Board Members should disclose any substantive discussions with resident(s) 

and/or the general public regarding a pending application at the next public meeting. 
This should include all relevant information provided by the resident(s) and/or 
general public in order to ensure that all Board Members are considering the same 
information, prior to rendering a decision.  
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XII. CONFLICT OF INTEREST (Dublin City Charter §10.01) 
 

A. Any member of the Board who feels that they have a conflict of interest on any 
matter that is on the Board agenda, shall voluntarily excuse themselves and refrain 
from discussions on that application. Board members are encouraged to seek advice 
from the Law Director as may be necessary to determine whether a conflict of 
interest may exist. 

 
B. Conflict of Interest Procedure: Once it is determined that a conflict of interest exists, 

the following procedure shall be used: 
 

1. After being recognized by the Chair, the member will note they will not be 
participating or voting on the application due to a conflict of interest. The 
member may state why a conflict of interest exists. 

 
2. The member shall then be excused by the Chair and leave the room. Once the 

matter is concluded, the member may rejoin the meeting. 
 
XIII. DISTRIBUTION OF RULES 
 

Upon request, a copy of these rules shall be provided to anyone. Copies of these rules 
will also be made available on the City’s website and at the Planning Division office. A 
summary of the descriptions of the various types of proceedings conducted before the 
Board will also be available at each meeting and on the website. 

 
XIV. SUSPENSION OF RULES 
 

The Board, by affirmative vote of a majority of the members in attendance, shall have 
the authority to suspend or modify its rules and regulations at the meeting for good 
cause. Further, failure to comply with any of the rules and regulations set forth herein, 
or technical procedural deficiencies does not invalidate actions taken by this Board. 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

Amended by Board of Zoning Appeals DRAFT February 24, 2022 
Amended and adopted by City Council DRAFT 



CSAC Rules & Regulations 04-12-2010 

 

 

RULES AND REGULATIONS 

COMMUNITY SERVICES ADVISORY COMMISSION 

DUBLIN, OHIO 

 

The Community Services Advisory Commission (CSAC) was established to address and to make 

recommendations to Council on community services, natural resources and related issues at the request 

of Council.  The Commission shall act solely in an advisory capacity to Council and all reports and 

proposals shall be to Council.  The Commission shall call upon the City Manager, and through the City 

Manager, any department of the City to render assistance to the Commission as may reasonably be 

required.   

 

 

I. DUTIES AND FUNCTIONS OF COMMISSION  

      (Dublin Codified Ordinances, Section 32.61) 

 

The Commission shall have the following duties and functions: 

 

A. Provide feedback and/or make recommendations to City Council regarding the City’s high 

level of community services offered by the Departments of Service and Safety.  Such services 

may include, but are not necessarily limited to:  solid waste management; cemeteries; 

environmental, natural resources (including trees and landscaping); street and utility 

maintenance/services; telecommunications/cable television; community health; community-

oriented policing; neighborhood watch; DARE advocacy, and other issues/programs as 

referred by City Council. 

 

B. Monitor, evaluate and advise Council regarding the implementation and maintenance of the 

Dublin Community Plan as it addresses preservation of the natural environment and promotes 

and enhances the natural beauty of the City.   

 

C. Recommend to City Council policies concerning the regulation and control of the planting, 

transplanting, maintenance and preservation of trees, shrubs and landscaping in City-owned or 

controlled property, and policies to preserve and enhance the natural environment of the City.   

 

D. Recommend to City Council programs promoting both community involvement and the value 

of the City’s natural environment, which collectively enhance the City’s high quality of life.   

 

E. Serve as a “sounding board” for City staff regarding the conduct and delivery of 

programs/services a mentioned in Section I-A above.   

 

F. Give consideration to Council goals when making any recommendations. 

 

G. Perform such other duties and functions as assigned by City Council.  
 

 

II. COMMISSION MEMBERS  

(Dublin Codified Ordinances, Section 32.63, and Revised Charter, Section 7.02) 

 

A. Membership 

 

1. The Commission shall be comprised of as many resident members as Council deems 
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necessary to fulfill the duties of the Commission, except that at no time shall the 

Commission have less than three (3) members. 

 

2. All members shall be appointed by Council and shall serve three-year terms, subject to 

alteration as Council deems necessary to accomplish a staggering of the expiration of 

terms.  Terms shall commence upon appointment and end on March 31 in the year of the 

completed term.   

 

3. A vacancy occurring during the term of any member shall be filled for the unexpired term 

in the same manner as original appointments, and vacancies shall be filled within sixty 

days.  

 

4. No member shall serve as a member of the same board or commission for more than two 

consecutive full terms unless at least one year has elapsed since the member's last full term 

ended, provided that this rule does not apply to anyone who serves on a board or 

commission by virtue of holding another office or position with the City.  

 

5. Each member shall be and shall remain an elector of the City during the term of 

appointment unless otherwise provided by Council.  

 

6. Members shall not be appointed from specific organizations or groups; however, Council 

shall endeavor to appoint persons with expertise in the areas of community services.   

 

B. Officers 

 

1. The Commission shall organize annually after Council appointments and elect a Chair 

and Vice-Chair. Such officers shall be entitled to vote and shall each hold office for 

one year or until a successor is elected.  Nothing in these rules shall deprive the Chair 

and Vice-Chair of any duties or obligations as Commission members. 

 

2. Should the office of Chair or Vice-Chair become vacant, the Commission shall elect a 

successor from its membership within the next two regular meetings.  The 

Commission may elect an interim officer, if necessary. 

 

C. Attendance of Members 

 

1. Attendance is a responsibility of each member of the Commission.  Regular 

attendance is expected for all members.  Record of each member’s attendance is kept 

and such record is used by City Council when considering re-appointment to the 

Commission or appointment to another Board or Commission.   

 

2. Each member is responsible for notifying the secretary as soon as possible before any 

Commission meeting if unable to attend.  

 

D. Resignation 

 

The resignation of a member of the Commission shall become effective upon filing with the 
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Clerk of Council.  
 
 

III. COMMUNITY SERVICES ADVISORY COMMISSION LIAISON 

 

A staff liaison(s) appointed by the City Manager shall serve as support staff to the Commission.  The 

liaison(s) shall have the responsibility to establish an agenda jointly with the Chair for each meeting.  
 

 

IV. MEETINGS    

 

A. Regular Meetings 

The regular meeting schedule of the Commission is the second Tuesday of each month unless 

otherwise specified, with a tentative recess in June and July.  Meetings are on an as-needed 

basis depending on agenda topics.   The meetings will be held in Council Chambers, City Hall, 

5200 Emerald Parkway, at 7:00 p.m. unless otherwise specified. 

 

 B. Special Meetings 

The Commission shall hold special meetings, if necessary, on the fourth Tuesday of the month 

unless otherwise specified. 

 

C. Public Meetings  

All meetings of the Commission shall be open to the public.   

 

 D. Quorum 

A majority of the members of the Commission shall constitute a quorum for the transaction of 

business.   

 

E. Parliamentary Procedure 

Robert’s Rules of Order, Revised, are hereby adopted for the governance of this Commission 

in all cases not otherwise provided for in these rules. Technical violations of these rules or 

parliamentary procedure provision shall not invalidate Commission actions. 
 
 

V. AGENDA 

 

A. The Chair shall have the responsibility to establish an agenda jointly with City staff for each 

meeting. 

 

B. Staff shall prepare and distribute the agenda to the Commission prior to the meeting. 
 

  

VI. MEETING PROCEDURE 

 

Meetings conducted by the Community Services Advisory Commission are intended to be informal.  

The following is the general format to be used at all public hearings before the Commission: 

 

 A. The Chair (or designee) will call the meeting to order. 
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B. Each meeting will consist of at a minimum, call to order, citizen comments, approval of 

minutes, notice of next meeting and topic if known, and adjournment.   

 

VII. VOTING PROCEDURES 

 

A. A majority of the members of the Commission shall constitute a quorum for the transaction of 

business.   

 

B. The Commission votes by voice unless a more exact count is requested.   
 
 

VIII. TASK FORCE 

 (Dublin Codified Ordinances, Section 32.65) 

 

The Community Services Advisory Commission may recommend to Council the formation of a  task 

force(s) which shall operate under the direction and oversight of the Community Services Advisory 

Commission. A “task force” shall mean: 

 

A. A subcommittee formed with the approval of City Council for the purpose of assisting the 

Community Services Advisory Commission and/or City staff in analysis, research/study, or 

assistance with special projects, programs or assignments given by or approved by City 

Council. 

 

B. The task force membership may be comprised of volunteer residents/business residents who 

have expertise, skills, talent and /or resources that lend to the collective wisdom of the task 

force. 

 

C. When a task force(s) is formed, it shall be for a predetermined period of time as approved by 

City Council or as extended by City Council. 
 
 

IX. OFFICIAL RECORD OF COMMISSION  

 

Minutes of the Commission’s meetings shall be maintained and forwarded to Council.   

 
 

 

 

 

 

Adopted by CSAC – October 14, 2009 

Amended and Adopted by Dublin City Council - April 12, 2010    



 

 

 

RULES AND REGULATIONS  

COMMUNITY SERVICES ADVISORY COMMISSION  

DUBLIN, OHIO  

The Community Services Advisory Commission (CSAC) was established to address and to 

make recommendations to Council on community services, natural resources and related 

issues at the request of Council. The Commission shall act solely in an advisory capacity to 

Council and all reports and proposals shall be to Council. The Commission shall call upon the 

City Manager, and through the City Manager, any department of the City to render assistance 

to the Commission as may reasonably be required. 

I.  DUTIES AND FUNCTIONS OF COMMISSION 

(Dublin Codified Ordinances, Section 32.61) 

The Commission shall have the following duties and functions: 

A. Provide feedback and/or make recommendations to City Council regarding the City’s 

high level of community services and parks and recreation services offered by the 

Departments of Service and Safetyvarious city departments and divisions. Such 

services may include, but are not necessarily limited to: solid waste management; 

cemeteries; environmental, natural resources (including trees and landscaping); street 

and utility maintenance/services; telecommunications/cable television; community 

health; community-oriented policing; neighborhood watch; DARE advocacy, and 

other issues/programs as referred by City Council. 

B. Monitor, evaluate and advise Council regarding the implementation and maintenance 

of the Dublin Community Plan as it addresses preservation of the natural environment 

and promotes and enhances the natural beauty of the City. 

C. Recommend to City Council policies concerning the regulation and control of the 

planting, transplanting, maintenance and preservation of trees, shrubs and landscaping 

in City-owned or controlled property, and policies to preserve and enhance the natural 

environment of the City. 

D. Recommend to City Council programs promoting both community involvement and the 

value of the City’s natural environment, which collectively enhance the City’s high quality 

of life. 

E. Serve as a “sounding board” for City staff regarding the conduct and delivery of 

programs/services a mentioned in Section I-A above. 

F. Give consideration to Council goals when making any recommendations. 

G. Perform such other duties and functions as assigned by City Council. 
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II. COMMISSION MEMBERS  

(Dublin Codified Ordinances, Section 32.63, and Revised Charter, Section 7.02) 

A. Membership 

1. The Commission shall be comprised of as many resident members as Council 

deems necessary to fulfill the duties of the Commission, except that at no time 

shall the Commission have less than three (3) members. 

2. All members shall be appointed by Council and shall serve three-year terms, 

subject to alteration as Council deems necessary to accomplish a staggering of 

the expiration of terms. Terms shall commence upon appointment and end on 

March 31 in the year of the completed term. 

3. A vacancy occurring during the term of any member shall be filled for the 

unexpired term in the same manner as original appointments, and vacancies shall 

be filled within sixty days. 

4. No member shall serve as a member of the same board or commission for more 

than two consecutive full terms unless at least one year has elapsed since the 

member's last full term ended, provided that this rule does not apply to anyone 

who serves on a board or commission by virtue of holding another office or 

position with the City. 

5. Each member shall be and shall remain an elector of the City during the term of 

appointment unless otherwise provided by Council. 

6. Members shall not be appointed from specific organizations or groups; however, 

Council shall endeavor to appoint persons with expertise in the areas of community 

services. 

B. Officers  

1. The Commission shall organize annually after Council appointments and elect a 

Chair and Vice-Chair. Such officers shall be entitled to vote and shall each hold 

office for one year or until a successor is elected. Nothing in these rules shall 

deprive the Chair and Vice-Chair of any duties or obligations as Commission 

members. 

2. Should the office of Chair or Vice-Chair become vacant, the Commission 

shall elect a successor from its membership within the next two regular 

meetings. The Commission may elect an interim officer, if necessary. 
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C. Attendance of Members 

1. Attendance is a responsibility of each member of the Commission. Regular 

attendance is expected for all members. Record of each member’s attendance 

is kept and such record is used by City Council when considering re-

appointment to the Commission or appointment to another Board or 

Commission. 

2. Each member is responsible for notifying the secretary as soon as possible 

before any Commission meeting if unable to attend. 

3. City Council’s strong preference is that all members participate in person at all 
regular and special meetings when the Board is meeting in a physical location. The Mayor 
may permit a member to participate virtually in the event of an emergency. Members must 
request virtual participation prior to any meeting that a member would like to participate 
virtually. If a member participates virtually, the member must participate in such a manner 
that the member is visible to the meeting participants, unless technology issues prevent 
such manner of participation. 
 
4. The Mayor may determine that any regular or special meeting shall be held virtually. 
Notice of the means of accessing and viewing the meeting shall be provided at least 48 
hours prior to the meeting. 
 
5. If a meeting is held virtually, or individual members participate virtually, there shall 
be technology mechanisms in place to ensure the public can observe and hear the meeting 
and that the instructions for participation are detailed on the City’s website. 

 

D. Resignation 

The resignation of a member of the Commission shall become effective upon filing 

with the Clerk of Council. 

III. COMMUNITY SERVICES ADVISORY COMMISSION LIAISON 

A staff liaison(s) appointed by the City Manager shall serve as support staff to the Commission. 

The liaison(s) shall have the responsibility to establish an agenda jointly with the Chair for each 

meeting. 

IV. MEETINGS  

A. Regular Meetings  

The regular meeting schedule of the Commission is the second Tuesday of each 

month unless otherwise specified, with a tentative recess in June and July. Meetings 

are on an as-needed basis depending on agenda topics. The meetings will be held in 
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Council Chambers, City Hall, 5555200 Perimeter DriveEmerald Parkway, at 67:300 

p.m. unless otherwise specified. 

B. Special Meetings  

The Commission shall hold special meetings, if necessary, on the fourth Tuesday of the 

month unless otherwise specified. 

C. Public Meetings  

All meetings of the Commission shall be open to the public. 

D. Quorum   

A majority of the members of the Commission shall constitute a quorum for the 

transaction of business. 

E. Parliamentary Procedure  

Robert’s Rules of Order, Revised, are hereby adopted for the governance of this 

Commission in all cases not otherwise provided for in these rules. Technical violations 

of these rules or parliamentary procedure provision shall not invalidate Commission 

actions. 

V. AGENDA  

A. The Chair shall have the responsibility to establish an agenda jointly with City staff 

for each meeting. 

B. Staff shall prepare and distribute the agenda to the Commission prior to the meeting. 

VI. MEETING PROCEDURE 

Meetings conducted by the Community Services Advisory Commission are intended to be 

informal. 

 

The following is the general format to be used at all public hearings before the Commission: 

A. The Chair (or designee) will call the meeting to order. 

B. Each meeting will consist of at a minimum, call to order, citizen comments, approval 

of minutes, notice of next meeting and topic if known, and adjournment. 

VII.  VOTING PROCEDURES 

A. A majority of the members of the Commission shall constitute a quorum for the 

transaction of business. 

B. The Commission votes by voice unless a more exact count is requested. 
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VIII. TASK FORCE  

(Dublin Codified Ordinances, Section 32.65) 

The Community Services Advisory Commission may recommend to Council the formation 

of a task force(s) which shall operate under the direction and oversight of the Community 

Services Advisory Commission. A “task force” shall mean: 

A. A subcommittee formed with the approval of City Council for the purpose of assisting 

the Community Services Advisory Commission and/or City staff in analysis, 

research/study, or assistance with special projects, programs or assignments given by 

or approved by City Council. 

B. The task force membership may be comprised of volunteer residents/business 

residents who have expertise, skills, talent and /or resources that lend to the collective 

wisdom of the task force. 

C. When a task force(s) is formed, it shall be for a predetermined period of time as 

approved by City Council or as extended by City Council. 

IX. OFFICIAL RECORD OF COMMISSION 

Minutes of the Commission’s meetings shall be maintained and forwarded to Council. 

Adopted by CSAC – October 14, 2009 

Amended and Adopted by Dublin City Council - April 12, 2010 
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