
APPENDIX A
ROLE AND SPECIFIC DUTIES OF THE SPRC CHAIR

SUMMARY OF KEY TASKS OF THE SPRC CHAIR
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A member of the Planning Commission chairs each site plan review.  The Chair plays 
a key role in the SPRC process.  The Chair works with staff; meets with the applicant; 
helps to tailor the standard agenda to the specific issues raised by each site plan 
proposal; manages and runs the meetings; helps shape a consensus view if one 
emerges; develops a report of the SPRC meetings and may draft amendments for 
review by the Planning Commission in its monthly public meeting.  

A Planning Commissioner, acting as overall Chair of the SPRC subcommittee, liaises 
with staff, which tells the Chair when a planning commissioner is needed to chair a 
specific review.  A Co-Chair or alternate Chair may also be identified. 

Prior to convening an SPRC, the site plan application is evaluated by staff to determine 
to what extent the project is or is not consistent with the County’s Comprehensive 
Plan, other relevant planning documents, and the site plan zoning ordinance. County 
planning staff briefs the Chair on its analysis of the project, and highlights any issues 
that may have emerged during the application process. The SPRC Chair also meets 
with the applicant and staff prior to convening the SPRC meetings. 

The SPRC Chair reviews the agenda for the meetings, all of which are public, with 
County Planning Staff to determine relevant items for discussion. The Chair also works 
with staff to ensure that all impacted and relevant citizen groups and appointed 
commissions are invited to the SPRC table (see Appendix D).

The SPRC Chair convenes and runs the public meeting, working through the agenda, 
which includes presentations from the staff and the applicant. The Chair manages the 
ensuing discussion ensuring that each SPRC participant has a chance to ask questions, 
get additional material, criticize or praise aspects of the proposal and provide feedback 
to staff and the applicant. All SPRC meetings are noticed to the public.  The Chair may 
ask for questions or comments from the public at the end of each meeting. 

The SPRC Chair leads the discussion, and ensures that all participants have an 
opportunity to ask questions and express the views of the constituency each represents.  
The Chair fosters an open discussion in which participants are able to consider all 
views of other participants at the table. The Chair ensures that the developer provides 
any additional information the SPRC requests.

No votes are taken at the SPRC. Rather, the Chair explores whether and where a 
consensus might exist, and takes account of competing views and unresolved issues.  
The Chair should sum up any apparent consensus (pro or con) on aspects of a project, 
as well as any unresolved issues, and make clear what the next step in the process is. 
At times, if the Chair is unclear about the committee’s direction on an issue, the Chair 

may ask for an indication to get a sense of where the committee stands on the issue. 

The SPRC Chair prepares a report on the process and outcome of the SPRC meetings for the 
full, formal Planning Commission meeting. In its report, the Chair outlines the consensus, 
competing views, as well as any unresolved or outstanding issues.  The Chair may also draft 
motions on which the full Planning Commission votes. 

Other Commissioners are free to make motions as well. The outcome of the discussion and 
motions are recorded.  The Chair circulates a letter on the results of the SPRC, drafted by staff 
and circulated to all Commissioners for their review and comments.  The letter is then produced 
with a summary description of the Commission’s deliberation and motions and submitted to 
the County Board for their discussion and action on the matter. 

Meet with professional staff and the applicant prior to the beginning of the formal SPRC; 
become familiar with site-plan proposal and professional staff issues and concerns. 

Ensure that materials and exhibits are provided by the applicant and staff that will clearly 
inform the public review process, and are focused not only on the specific site-plan application, 
but also show how the proposed development will relate to the surrounding neighborhood 
context. 

Work with professional staff to ensure that all impacted stakeholders are invited to discuss 
the development project, and that public meeting notices are produced and distributed in a 
timely fashion.

Work with professional staff to produce a focused agenda, based on the Master SPRC Agenda 
(Appendix B) in order to support efficient and effective SPRC meetings. 

Run an orderly meeting, ensuring that all participants are given an opportunity to express 
their views, get additional, requested information from staff and the applicant, and collaborate 
with other SPRC members.

Explore whether and where a consensus exists, while also understanding competing views; 
synthesize views and determine through further discussion whether those representations 
are accurate. 

Attempt to resolve conflicts if possible, or refer unresolved issues for further review by the 
Planning Commission and ultimately, action by the County Board.

In preparation for the formal Planning Commission public review of the site-plan, circulate 
a timely report on the SPRC process, points of consensus, points of disagreement and any 
unresolved issues, to fellow Commissioners with an outline of suggested topics for discussion 
and proposed motions and/or amendments.

Present the SPRC report to the Planning Commission public meeting for discussion and votes 
that form the basis for advice to the County Board.

Work with staff to prepare a formal letter to the County Board on the results of the Planning 
Commission meeting.


