LOUDOUN COUNTY PLANNING COMMISSION BYLAWS
ARTICLE I: Name
The name of this public body is the Loudoun County Planning Commission (the “Commission”).
ARTICLE II: Establishment and Purpose

A. Inaccordance with Virginia Code §§ 15.2-2210, et seq., the Commission shall advise the
Board of Supervisors of Loudoun County, Virginia (“Board of Supervisors”) on matters
related to the orderly growth and development of Loudoun County (the “County”).

B. The Commission established in 1943 shall continue and shall execute its duties as
prescribed in the Code of Virginia and the Loudoun County Zoning Ordinance.

C. The Commission shall prepare and present to the Board of Supervisors an annual report
each calendar year, concerning the operation of the Commission and the status of
planning within the County, to include recommendations on improvements to the land
development application review process. (Va. Code § 15.2-2221(5))

D. The Commission shall discuss at its Annual Meeting or at such other time as may be
established by the Commission, the status of planning in the County and the operations
of the Commission in accordance with VA Code 15.2-2221(5). Working with the
Secretary, the Commission shall determine the content and recommendations to be
provided in the Commission's annual report to the Board of Supervisors.

ARTICLE III: Membership (Va. Code § 15.2-2212)

The Board of Supervisors recognizes that advisory body membership should be based on a
potential member’s knowledge of, participation in, receipt of services from, or contribution to
programs related to the mission of the advisory body in Loudoun County.

A. Number and Qualifications

1. The Commission shall consist of one member appointed to represent each election
district in the County and one member at-large, for a total of nine Planning
Commissioners (“Commissioners”).

2. All Commissioners shall be residents of the County, qualified by knowledge and
experience to make decisions on questions of community growth and development.
At least one half of the Commissioners shall be owners of real property.

3. Members may serve on the Commission and no more than one other advisory body
concurrently.

4. The Code of Virginia does not authorize the appointment of ex officio members to
the Commission.
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B. Terms and Vacancies

1.

2.

Commissioners shall be appointed to four-year terms that run concurrently with the
terms of the Board of Supervisors. Commissioners may be appointed for consecutive
terms.

Vacancies shall be filled by appointment for the unexpired term only.

C. Removal

1.

2.

For absences — A Commissioner may be removed by the Board of Supervisors in the
event the Commissioner is absent from any three consecutive meetings of the
Commission or is absent from any four meetings within any twelve-month period. In
the event of absences as described above, the Chair of the Commission will notify the
member of the Board of Supervisors who appointed the Commissioner, and the
Commission may, by majority vote, petition the Board of Supervisors to declare the
seat vacant and appoint a Commissioner to serve the remainder of the term.
Commissioners are encouraged to provide notification of their absence to the Chair
or to staff in advance of any meeting.

For malfeasance — Commissioners may be removed for malfeasance in office.
Commissioners will adhere to the Board of Supervisors’ Policies and Procedures on
Advisory Boards, Commissions, and Committees, including the Code of Ethics
incorporated within those policies. The Board of Supervisors may remove any
Commissioner found in violation of such policies.

ARTICLE IV: Officers

A. Officer Positions

1.

Chair and Vice Chair — The elected officers of the Commission shall consist of a Chair
and a Vice-Chair, who shall be elected annually by majority vote of the Commission
at the Annual Meeting as hereinafter defined. The Chair and Vice-Chair may be re-
elected for consecutive terms. In the event of a vacancy in Chair or Vice Chair, the
Commission, by majority vote at a duly called meeting with a quorum of members
present, may fill the position for the remainder of the term. The Vice Chair shall
assume and perform the duties of the Chair in the event of absence or disability of
the Chair or vacancy in that office.

Secretary and Assistant Secretary — The Director of Planning and Zoning
(“Director”) shall act as Secretary to the Commission. The Secretary shall designate
a member of their staff to serve as Assistant Secretary to the Planning Commission.
The Assistant Secretary shall perform the duties of the Secretary either in the
Secretary’s absence or at the Secretary’s request and direction.
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Parliamentarian — A representative of the Office of the County Attorney shall act as
Parliamentarian. In the absence of such a representative, the Chair shall designate a
member of the Commission as Parliamentarian.

B. Responsibilities of the Chair

1.

2.

Preside over all meetings;

Recommend the establishment of any advisory committee and committee
assignments and serve as an ex-officio member of any committee approved by
the Commission; pursuant to Va. Code § 15.2-2221(8), advisory committees shall
be established by the full Commission;

Rule on all procedural questions (subject to a reversal by a simple majority vote of
the members present);

Carry out other duties as assigned by the Commission, or as may be appropriate under
County ordinance or state law;

Establish the Commission’s agenda, in consultation with the Director or their
designee. At the beginning of each meeting, the Chair shall make the public aware of
any changes to previously distributed meeting agendas.

C. Responsibilities of Secretary and Planning and Zoning Staff

1.

Ensure all Commission and advisory committee meetings are properly advertised to
the public.

Ensure proper minutes are taken at all meetings.

Distribute and post the minutes for public access after formal approval by the
Commission.

Deliver the appropriate documents to Commissioners at least five (5) business days
prior to any meeting, or at least three (3) business days prior to any meeting when
warranted by exigent circumstances as determined by the Chair.

Certify maps, records and reports of the Commission.
Be responsible for informing the Commission of any event or incident, which in
Staff’s opinion is detrimental or potentially detrimental to the Department of

Planning and Zoning.

Advise the Commission on any matters involving the Virginia Freedom of
Information Act.
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8. Monitor membership roster and inform the Office of the County Administrator when

a vacancy outside of term limits occurs.

D. Responsibilities of Parliamentarian — The Parliamentarian shall advise the Chair and the
Commission on questions relating to these Bylaws and Procedures and matters of
parliamentary procedure.

ARTICLE V: Meetings Generally (Va. Code § 15.2-2214)

A. Annual Meeting — The Annual Meeting, which shall coincide with the first-regularly
scheduled meeting of each calendar year, the Commission shall elect a Chair and Vice
Chair.

B. Public Hearings

L.

Public hearings are meetings of the Commission conducted pursuant to public notice
in accordance with applicable requirements of the Code of Virginia and the Zoning
Ordinance. Public hearings are held on the fourth Tuesday of each month unless a
different date is determined in accordance with these Bylaws and Procedures or by
majority vote of the Commission. Public hearings are to be held at the Board of
Supervisors' Meeting Room, Loudoun County Government Center, 1 Harrison
Street, Leesburg, Virginia, at 6:00 p.m. or at such other time and place designated by
the Chair in consultation with the Secretary.

In the event a public hearing may not be held on the fourth Tuesday of a month because
the Chair (or the Vice Chair if the Chair is unable to act) finds and declares that weather
or other conditions are such that it is hazardous for members to attend the hearing, or
if the Government Center is closed due to such conditions, or other circumstances
require an alternative meeting schedule, the public hearing will be continued to the next
day (Wednesday). In the event the public hearing may not be held on that Wednesday
because the Chair (or the Vice Chair if the Chair is unable to act) finds and declares
that weather conditions and/or other circumstances require an alternative meeting
schedule, the public hearing may be continued to the first Thursday of the next month.

C. Work Sessions

1.

Work sessions are regular meetings of the Commission conducted without the notice
required for public hearings, primarily, for additional consideration of returning
items. Work sessions are held on the second Thursday of each month unless a
different date is determined in accordance with these Bylaws and Procedures or by
majority vote of the Commission. Work sessions are to be held at the Loudoun
County Government Center, 1 Harrison Street, Leesburg, Virginia, at 6:00 p.m., or
at such other time and place designated by the Chair in consultation with the
Secretary. The specific meeting room assignment shall be based on availability.

In the event a work session may not be held on the second Thursday of a month because
the Chair (or the Vice-Chair if the Chair is unable to act) finds and declares that



Approved by Board of Supervisors: September 16, 2025
Loudoun County Planning Commission Bylaws
Page 5

weather or other conditions are such that it is hazardous for members to attend the
work session, or if the Government Center is closed due to such conditions, or other
circumstances require an alternative meeting schedule, the work session may be
continued to the third Tuesday of the month. In the event the work session may not
be held on the third Tuesday because the Chair (or the Vice Chair if the Chair is unable
to act) finds and declares that weather conditions and/or other circumstances require
an alternative meeting schedule, the work session may be continued to the Thursday
following the third Tuesday, or such other time as may be agreed to by a majority of
the Commissioners present and voting.

. Continuation of Public Hearing or Work Session — In the event that a regularly-
scheduled public hearing or work session is continued in accordance with subparagraphs
B or C above, then in accordance with Virginia Code § 15.2-2214, the determination of
a continued hearing shall be communicated to the Commission members and the press
as promptly as possible, and all hearings or other matters previously advertised for such
public hearing or work session shall be conducted at the continued public hearing or work
session and no further advertisement is required.

. Special Meetings — Special meetings may be called by the Chair or by two
Commissioners upon written request to the Secretary. The Secretary shall mail and email
to all Commissioners, at least five days in advance of a special meeting, a written notice
fixing the time and place of the meeting and the purpose thereof. Written notice of a
special meeting is not required if the time of the special meeting has been fixed at a
regular meeting, or if all Commissioners are present at the special meeting or file a
waiver of notice.

Quorum — A majority of the members shall constitute a quorum and no action of the local
planning commission shall be valid unless authorized by a majority vote of those present
and voting. (Va. Code § 15.2-2215)

. Minutes — Each Commission or committee meeting will have minutes taken in
accordance with Va. Code § 2.2-3707, and Staff shall ensure the minutes are forwarded
to all members within thirty (30) business days of a meeting. Once approved by the
Commission or committee, as applicable, staff shall ensure that the minutes are properly
posted on the County’s website.

. Cancellation — When the Loudoun County government is closed because of inclement
weather, all Commission and committee meetings are also canceled. The substitute date,
hour, and location, if any, of such meeting will be set in accordance with subparagraphs B
and C above. School delays will not affect meeting time, except as otherwise provided in
subparagraphs B and C.

Meeting Announcement — All meetings must be posted on the County Government
Calendar, on the County’s website, at least three business days in advance of the meeting.

Parliamentary Procedure — Parliamentary procedure in Commission meetings shall be
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governed by Roberts Rules of Order, except as modified by these Bylaws.

ARTICLE VI: Rules of Order for Public Hearings

A. The order of business and procedure for a public hearing shall be:

1. Call to order by the Chair

2. Pledge of Allegiance

3. Approval of minutes

4. Disclosures

5. Presentation & hearing of each application or item:

a.

Ten minute staff presentation, followed by Commissioners’ questions to staff;
each Commissioner will have three minutes for questions.

Ten minute applicant presentation (when applicable), followed by
Commissioners’ questions to applicant; each Commissioner will have three
minutes for questions.

Hearing is opened for public comment: three minutes for each speaker.

Public hearing is closed. Aftera public hearing has been closed, it may be reopened
by majority vote of the Commission.

Response to public comment by applicant and/or staff; five minutes each.

The Commission may ask additional questions to staff and applicants at the
discretion of the Chair.

Motion, deliberation and vote by the Commission. Each Commissioner shall be
given three minutes for debate on. The maker of any motion shall have three
minutes each for opening and closing.

B. Theallotted time for staff presentation, applicant presentation, public comment, response to
public comment and/or Commissioner debate and questions may be modified at the
Chair’s discretion.

C. No individual will be allowed to address the Commission more than once unless
specifically requested by a member of the Commission who has received the approval of
the Chair.

D. Commissioners may pose questions to speakers during public comment only with the
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Chair’s permission.

E. No new items shall be taken up in a Planning Commission public hearing after 11:30
p.m., and the Commission shall adjourn promptly at 12:00 a.m., unless the Commission
votes to suspend this rule by a majority of the Commissioners present and voting.

ARTICLE VII: Rules of Order for Work Sessions

A. The order of business and procedure for work sessions shall be:

1. Call to order by the Chair

2. Pledge of Allegiance

3. Approval of minutes

4. Disclosures

5. Presentation and discussion of each application or item:

a.

b.

€.

Staff presentation

Commissioner’s questions to staff
Applicant presentation

Commissioner's questions to the applicant

Deliberation and vote by Commission

6. Other Commission Business

B. Persons other than County staff or an applicant may be allowed to speak only if a member
of the Commission believes their comments relevant to the discussion. The Chair may
limit the time of such comment.

C. No new items shall be taken up in a Planning Commission work session after 10:30 p.m.,
and the Commission shall adjourn promptly at 11:00 p.m., unless the Commission votes to
suspend this rule by a majority of the Commissioners present and voting.

ARTICLE VIII: Miscellaneous

A. Before initiating or requesting staff assistance on substantial projects and matters of
policy, individual Planning Commissioners and/or Committees shall coordinate such
projects and/or matters with the entire Planning Commission.
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B. So as to better ensure integrity in the process, Planning Commissioners are strongly
encouraged to have planning staff in attendance when meeting with applicants on cases
coming before the Commission.

C. Planning Commissioners are strongly encouraged to participate in training such as the
Certified Planning Commissioner Program offered by Virginia Commonwealth
University through its Land Use Education Program.

D. Planning Commissioners shall comply with any County requirements concerning security
certifications.

E. The following procedures are established to provide for the enforcement of the Standards
of Conduct dated October 23, 2008 (see Attachment 1). The purpose of such
enforcement is to protect the integrity and dignity of the legislative process and to assure
that the members of the Commission refrain from conduct harmful to the Commission
or its purpose.

1. Any apparent violation of the Standards of Conduct should be reported by a member
to the Chair (or to the Vice Chair in the event of an alleged violation involving the
Chair) and to the Director. In order for any action to be taken with respect to an
alleged violation, such alleged violation must be reported by the member within 30
days after the member becomes aware of the alleged violation. The Chair (or the
Vice Chair in the event of an alleged violation involving the Chair) shall promptly
(within no more than 7 days) call the matter to the attention of the alleged violator,
make such inquiry into the matter as deemed appropriate to confirm any factual
aspects related to the reported violation, and attempt to achieve a satisfactory
resolution informally. If a satisfactory resolution cannot thus be achieved within 14
days after the alleged violation has been reported, two Commissioners, other than the
subject Commissioner and the member reporting the violation, shall be designated to
conduct a prompt investigation of the matter and report to the Chair or Vice Chair,
as appropriate, within 30 days after their designation. If such investigation finds that
the subject Commissioner has breached a provision of the Standards of Conduct, the
Commission may impose, by motion and vote of the Commission, disciplinary action
which may include a formal warning, reprimand or censure; provided, however, that
no motion of reprimand or censure shall pass except by 2/3 vote of the membership
of the Commission.

2. Infractions that constitute criminal violations shall be referred to the Commonwealth
Attorney.

ARTICLE IX: Remote Participation in Committee Meetings

A. In accordance with the Board of Supervisors approved Policies and Procedures on
Advisory Board, Commissions and Committees and Va. Code § 2.2-3708.3, an
individual Commissioner may participate in meetings of the Commission from a remote
location due to a medical condition or personal matter that prevents physical attendance,
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provided the Commission has a quorum who are physically assembled at the primary
meeting location. There is a limit on the number of meetings in each calendar year for

which a Commissioner may participate from a remote location due to a personal matter:
25 percent of all meetings (rounded up) or two meetings per year — whichever is greater.

. Requests for remote participation must be made in writing to the Chair, with a copy to
the Commission’s counsel and Planning and Zoning Staff, before noon on the day of the
meeting, stating (i) either that the Commissioner has a medical condition that prevents
their attendance in person, a family member has a medical condition that requires the
Commissioner to provide care thereby preventing the Commissioner’s attendance in
person, or the Commissioner is unable to attend in person due to personal matter and
identifying the specific nature of the personal matter; and (ii) the location from which
the Commissioner will participate.

ARTICLE X: Amendments

These bylaws may be amended by two-thirds vote of the Commission members present at any
regular meeting exclusive of any vacant seats and with the approval of the Board of Supervisors.
Notice of any proposed amendment must first be submitted in writing to all Commissioners at
least one (1) week prior to the meeting. The amended bylaws shall be considered in full force and
effect only upon formal approval by the Board of Supervisors.

Approved/Amended by majority vote of the Planning Commission on April 10, 2025.

Approved by majority vote of the of the Board of Supervisors on September 16, 2025.

CA N o

Chair

e it

Assistant Secretary




Recognizing that the ethical and legal authority to affect property rights demands the highest

LOUDOUN COUNTY PLANNING COMMISSION STANDARDS OF CONDUCT
October 23,2008

public confidence in the legislative review process and recognizing that such high public

confidence is possible only by maintaining the integrity and dignity of public office, every

member of the Loudoun County Planning Commission shall adhere to the following
Standards of Conduct.

REVIEW OF THE RECORD

1.

Endeavor to be a fair, unbiased, and impartial fact finder, not an advocate.
Refrain from expressing an opinion for or against an application before all
written and oral testimony has been presented. Allow staff to complete its
review of each application without interference.

Be well prepared for each meeting. Each applicant is owed an informed decision,
which requires a comprehensive review, understanding and consideration of the
record. Abstain from voting when this is not possible.

Attend all regularly scheduled meetings and ad-hoc committees to which he or
she has been assigned, resigning whenever personal circumstances preclude
regular attendance.

Ensure that all issues considered by the Commission are part of the public
record. Make all requests for additional information during properly noticed
meetings.

PUBLIC HEARINGS AND PRIVATE MEETINGS

1.

At all times during the performance of public duties, including public hearings,
private meetings, and email exchanges, be courteous and considerate to all
citizens, colleagues, applicants, and staff. Do not use abusive, threatening, or
intimidating language or gestures.

Be open-minded, respectful, and attentive. Give all citizens, colleagues,
applicants, and staff sufficient opportunity to present their views. Avoid
comments, body language or distracting activity that conveys a message of
disrespect for the presentations or the presenters.

RESOLVING ISSUES

1.

Create a positive environment in public and private meetings that is conducive
to a productive dialogue between all parties, including citizens, colleagues,
applicants, and staff, so that all parties feel comfortable as participants or as
observers.

Attachment 1



Respect the right of others to have different opinions. Enter into constructive
and factual discussions when attempting to resolve issues or reach a consensus.

Approach each issue with the goal of finding solutions taking the Comprehensive
Plan into account. Work collaboratively with citizens, colleagues, applicants,
and staff to seek compromises that satisfy the needs of the various stakeholders.

Consider the scope of analysis for each application. Utilize staff and other
County resources consistent with such scope.

Offer constructive criticism to staff only in private meetings or in executive
session.

Be concise. Use no more time than is necessary for adequate consideration of
the matters being discussed

RECOMMENDATIONS TO THE BOARD

1.

Consider the strength of fact and opinion. Maintain a judicial temperament --
even in the face of controversy -- by keeping a clear focus on where the real
public interest lies and on what is not only within the law but also fair.

Provide specific factual findings in support of decisions. The findings
themselves are central to the practice of due process. Recommendations to the
Board should include a clear record of all facts and relevant policies on which a
decision is based, so that when the recommendation is reviewed by the Board,
the applicant and other stakeholders, the analytical gap between the raw
evidence and the decision is clearly and expressly bridged.

Do the hard work to honor the power entrusted to the Commission. The power
of the Commission is based on the legal requirement that its advice be sought,
even if it is not followed. Failing to provide a clear factual basis for each decision
is an abdication of that power.

Acknowledge that majority-rules decision making is not always perfect. Ensure
that the minority is given fair treatment and that their views are respected.

Avoid the formation of factions by making independent and informed decisions
on each application.
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