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RULES OF PROCEDURE FOR  
THE PLANNING COMMISSION OF  

THE CITY OF OXFORD, OHIO 
 
 
ARTICLE I – Membership 
 
The Planning Commission is established by Section 8.06 of the Charter of the City of Oxford, Ohio.  
Membership shall consist of seven members, two of whom are members of Council, selected by Council 
for a term of one year; and five citizen members, appointed by Council from among the qualified electors 
of the City.  Planning Commission shall be sworn into office at his/her first meeting.  The five citizen 
members shall serve five-year overlapping terms of office with one term expiring each year.  Citizen 
members of the Planning Commission shall hold no other public office, except that one such member 
may be a member of the Board of Education. 
 
The City Manager, as authorized by Section 8.12 of the Oxford Charter, shall serve as an ex-officio 
member of the Planning Commission. 
 
 
ARTICLE II – Jurisdiction and Function 
 
In accordance with Section 8.07 of the Charter of the City of Oxford, Ohio, the Planning Commission: 
 
 may act as the Platting Commission of the municipality.  As such, it shall provide for planning, 

zoning and regulations covering platting of all lands which are subject to control by the 
municipality, and shall cause an official map to be made.  The Commission shall carry out the 
municipal planning function including the preparation of a master plan, and made such 
investigations, reports, and recommendations relating to planning and the physical development 
of the City as it finds necessary and desirable. 

 
 
ARTICLE III – Offices and Duties of Members and Staff 
 
 Section 1.  At the first meeting of each year, the Planning Commission shall elect one of its 

members as Chair, one as Vice-Chair, and one as Executive Secretary. 
 
 Section 2.  The Chair shall preside at all meetings of the Commission, shall call special meetings, 

and shall be responsible for the preparation of the agenda of each meeting.  The Chair shall also 
represent the Planning Commission in matters and areas of concern to the Commission when so 
directed by a majority of its members and/or City Council; shall advise and keep the Commission 
members informed of Planning Commission related matters; and, shall perform such other duties 
commonly prescribed to such office and those duties that are deemed appropriate and necessary 
by the other members of the Commission and/or City Council. 

 
 Section 3.  The Vice-Chair shall perform the same duties as the Chair in his absence; shall be 

responsible with the aid of the Planning Director, Planner and the Law Director, or designee, for 
the orientation of and the dissemination of all pertinent Planning Commission materials to all 
newly appointed members. 

 
 Section 4.  In the event that the Chair and the Vice-Chair are both absent from a meeting, the 

remaining members shall select a Chair Pro-Tem who shall perform the same duties as the Chair 
for the balance of the meeting. 

 
 Section 5.  The Recording Secretary shall record, either in manuscript or by mechanical tape 

recordings, the proceedings of all business meetings, hearings, and public meetings, and shall 
prepare the minutes therefrom.  All such recorded proceedings (manuscript or tapes) shall be 
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preserved as provided for in the City’s records retention policy.  A record shall be made by the 
Recording Secretary and be placed in the minutes of each business meeting indicating the vote 
of each member by name relative to each agenda item.  Said minutes shall be placed in the 
Public Record and shall be maintained on file in the office of the Planning Director. 

 
 Section 6.  The Executive Secretary shall be responsible for the accuracy of the minutes of the 

meetings of the preceding month, prepared by the Recording Secretary, for approval at the next 
business meeting, and shall be responsible for such communications, as may be directed by the 
Commission. 

 
 Section 7.  The Law Director serves as the legal counselor to the Planning Commission in 

accordance with Section 5.05 5.04. of the Oxford Charter and Section 125.02 of the Oxford 
Administrative Code and shall be responsible for advice, interpretation, and recommendation in 
all matters relating to Planning Commission business.  The Law Director shall be present at all 
regular monthly business meetings of the Planning Commission.  At such other times when the 
Law Director’s services and legal counsel are required, he shall be given 48 hours notice in 
advance of such meetings. 

 
 Section 8.  The Planning Director and Assistant City Manager, with the concurrence of the City 

Manager (see Sections 121.02 and 127.10 of the Oxford Administrative Code), shall report on 
agenda items; shall be responsible for the compiling and maintaining of all documents and 
communications received by the Planning Commission; shall notify in writing petitioners and/or 
affected parties and the news media of meetings and hearings; shall request and assemble all 
pertinent documents and information relative to agenda items; shall keep the Public Record of 
Planning Commission matters on file in the Planning Director’s office in the Municipal Building 
and make same available for public inspection; shall make available to petitioners, affected 
parties and/or the public the rules and regulations relative to Planning Commission procedures; 
shall advise the Commission of all lot splits, the packaging of lots, and the like. 

 
 
ARTICLE IV – Meetings 
 
 Section 1.  The regular monthly business meeting of Planning Commission shall be held in the 

Oxford Courthouse at 7:30 p.m. during the second week of each month, unless otherwise 
scheduled.  Additional business meetings may be called by the Chair or any two (2) members 
when deemed necessary and appropriate.  All meetings are open to the public for attendance and 
participation and shall be announced to the public and the news media at least 2 days in advance 
of the meetings.  

 
 Section 2.  The Chair or any two members may call a work session.  Work sessions are for the 

purpose of studying appropriate matters pertinent to the duties of the Planning Commission.  The 
public is invited to attend the entire work session and may participate during the first and last 
fifteen minutes, and at other times at the discretion of the Chair, of such sessions in matters 
relative to the agenda or matter discussed during the work session.  Notice of the call for special 
meetings or a work session shall be communicated to the public and the news media at least 2 
days in advance of said meeting. 

 
 Section 3.  All meetings, including Executive Meetings, shall be held and conducted in 

conformance with the Ohio Revised Code, Section 121.22. (See Appendix “B”) 
 
 Section 4.  Quorum for all meetings and work sessions shall consist of four members present at 

the meetings. 
 
 Section 5.  All questions concerning the governance of the Planning Commission business 

meetings and the transaction of such business shall be decided in accordance with parliamentary 
rules as contained in the latest Revised Edition of Robert’s Rules of Order. 
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ARTICLE V – Voting 
 
 Section 1.  The voting members of the Planning Commission are the five citizen members and 

the two Council members. 
 
 Section 2.  A majority vote of those members present shall be necessary to pass any item of 

business that is brought before the Commission.  Where only the minimum quorum is present at 
any business meeting an affirmative vote of three members is necessary to validate the passage 
of any motion or recommendation.  Any motion which results in a tie vote shall become 
automatically an agenda item for the next regular business meeting, or, if so required by 
ordinance, at a specially called business meeting. 

 
 Section 3.  The Chair is entitled to vote on all matters under consideration by the Planning 

Commission. 
 
 Section 4.  No Planning Commission member shall participate in the discussion or vote on any 

matter in which he has a personal interest as Planning Commission member.  It shall be the 
responsibility of the Chair to inquire whether a personal interest exists.  Any member having such 
a personal interest shall absent himself from the Commission during that portion of the meeting in 
which said matter is being deliberated and voted upon. 

 
 Section 5.  Any participating member may include in the Planning Commission’s 

recommendations to City Council a minority report in regard to any agenda item. 
 
 
ARTICLE VI – Public Hearings 
 
 Section 1.  Public hearings pertinent to Planning Commission matters initiated and conducted by 

the City Council should be attended by Planning Commission members for the purpose of 
gathering relevant information which may be presented at the hearing.  At its next regular monthly 
business meeting or, if so required by deadlines specified by ordinance, at a specially called 
business meeting, the Planning Commission shall consider the matter and make its 
recommendation to City Council. 

 
 All Planning Commission members shall be notified by the Clerk of Council of public hearings 

established by Council on subjects pertaining to Planning Commission matters. 
 
 
ARTICLE VII – Business Procedures 
 
 Section 1.  Agenda items of business must be received in the Planning Department’s Office in the 

Municipal Building no later than 12:00 noon, ten 5:00 p.m., and forty-five (45) days prior to the 
regular business meeting.  Business items that are submitted after this time shall be considered 
at the next business meeting. 

 
 Section 2.  The agenda for the regular monthly business meeting shall follow the format set forth 

in Appendix A hereof.  An agenda shall not be required for additional business meetings called by 
the Chair unless new items of business are to be considered at the additional meeting. 

 
 Section 3.  Each agenda item of business that is submitted for the Planning Commission’s 

consideration must be complete, that is, it must contain all pertinent information, such as:  maps, 
diagrams, sketches, detailed specifications, etc., where necessary and applicable, in accordance 
with the requirements stipulated by the appropriate ordinance under which the agenda item is 
being considered. 
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 Section 4.  In order that Planning Commission may fulfill its responsibilities in rendering proper 

consideration to any petition, request, or plat submitted by an individual or individuals, said 
individual or individuals or agent or legal representative shall be present at the business meeting 
and shall fully inform themselves of the ordinance, rules, and regulations relative to the business 
item involved.  It shall be the duty of the Zoning Administrator to inform said party or parties in 
writing of the time, date, place, and purpose of the meeting. 

 
 The Planning Commission shall reserve the right to dismiss any petition, request, plat, etc., if the 

petitioner, his agent, or legal representative is not present or has not requested in writing a 
reasonable extension of time for a proper presentation of said petition, request, plat, and the like. 

 
 Section 5.  The Planning Commission renders a decision on petitions, subdivisions, plats, plans, 

etc., in accordance with the Oxford Code of Ordinances.  Between the time of receipt of the 
petitions, subdivision, plats, plans, etc., and the deadline for Planning Commission approval, 
disapproval, or report, the Planning Commission may: 

 
a) conduct surveys; 
b) hold special meetings (prior to or in addition to the advertised public hearing required by 

the various ordinances) for the purpose of eliciting pertinent information from interested 
parties; 

c) conduct such investigations it deems necessary and desirable 
 

Section 6.  Changes made on Final Plats by Council shall be reported to the Planning 
Commission by the Zoning Administrator. 
 
Section 7.  For zoning change requests, see Oxford Code of Ordinances, Section 1125.01 
Chapter 1135. 

 
 
ARTICLE VIII – Planning Procedures 
 
 Section 1.  During the fourth quarter of each year, the Planning Commission shall review the 

Code of Ordinances as they pertain to Planning and the Comprehensive Plan and the revisions 
thereof, which have been suggested during the previous twelve (12) months (See Agenda item 8-
F); following such review the Planning Commission shall formulate an Annual Report and any 
recommendations concerning any changes it deems desirable in any portion of the 
Comprehensive Plan.  Those recommendations shall be submitted to the Oxford City Council in 
October, together with suggestions as to the means to accomplish the recommended changes. 
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APPENDIX A – Format of Agenda 
 
 

AGENDA 
 

OXFORD PLANNING COMMISSION 
DATE 
HOUR 

 
MEMBERS 

 
Five-Year Terms       One-Year Terms 
 
 
 

STAFF 
 
Planning Director       Law Director 
 
 
1. Call to Order 
 
2. Minutes of Previous Meeting 
 
3. Announcements 
 

a. Public hearings or public meetings scheduled by Planning Commission 
b. Public hearings scheduled by Council 
c. Public hearings scheduled by County Boards or Commissions 
d. Seminars, Workshops, etc. 
e. Others 

 
4. Monthly Reports 
 

a. Reports of Buildings Permits issued 
b. Reports of actions taken by Oxford Board of Zoning Appeals 
c. Reports of actions taken by the Historic, Architectural Preservation Commission 
d. Report of Council Actions on Reports submitted by Planning Commission 
e. Report from Oxford’s Representative to O.K.I. 
f. Reports from Talawanda School District, Butler County Boards or Commissions, Miami 

University (State of Ohio), O.K.I., or other units or government 
g. One (1) motion to receive all reports 

 
5. Communications 
 
6. Items related to Platting  
 

a. Lot split 
b. Preliminary plans of subdivisions 
c. Report of Final Subdivision Plans approved by Zoning Administrator or Council (Planning 

Commission approval not required when Final Plan conforms exactly to approved 
Preliminary) 

d. Petitions for street or alley vacation 
e. Report by Zoning Administrator of any changes made on Official Map of Municipality (new 

streets, newly-annexed areas, etc.) 
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7. Items related to Zoning  
 

a. Proposed Amendments of the Code or Zoning Map 
b. Preliminary Plans for Planned Developments, Final Plans for Planned Developments 
c. Conditional Uses 
d. Alternate Landscaping Plans 

 
8. Items related to the Oxford Comprehensive Plan 
 

a. Land Use Plan 
i. Annexation Petitions 
ii. Proposed developments in Oxford Urban Area 

b. Major Thoroughfare Plan – Highways (Federal, State, and County), new subdivision streets, 
etc. 

c. School Plan 
d. Parks 
e. Public Utilities 

i. Municipal Utilities 
ii. Rural Water Systems 
iii. O.K.I. Regional Sewer Plans, etc. 

f. Formulate any recommendations to Council necessary to update Comprehensive Plan. 
 
9. Other Business 
 
10. Adjourn or Recess to Call of Chair 
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APPENDIX “B” 
 

RULES AS REQUIRED BY R.C. 121.22 
COMMONLY KNOWN AS THE SUNSHINE LAW 

 
 SECTION 1: All meetings of Planning Commission, other than authorized Executive Sessions, 
shall be open to public attendance. 
 
 SECTION 2: Planning Commission will fully comply with both the letter and the spirit of R.C. 
121.22. 
 
 SECTION 3: The regularly scheduled meetings of the Planning Commission shall be held on 
the second Tuesday of the month in the Council Chambers in the City Building, commencing at 8:00 p.m.  
Within the context of this rule, a special meeting is deemed to be any meeting scheduled or called for a 
date or place or time other than as hereinabove specified.  Such special meeting, as so defined solely for 
the purpose of this rule, may be for the purpose of: 
 

1. Continuing or commencing a regular meeting of Planning Commission in discussing and 
acting upon all such business as may come before the Commission; or 

2. A true Special Meeting within the context of parliamentary definition wherein the purpose of 
the meeting shall be to consider only specific and enumerated matters, and in which action 
will not be taken on matters unrelated to the matter, or matters, for which such a meeting is 
held.  No special meeting, as defined herein, shall be held unless the Chair or any two (2) 
members, through the City Manager, shall have given at least 24 hours advance notice of the 
date, time, place and purpose of such meeting, to those news media that have requested 
notification except in the event of any emergency.  An emergency exists when immediate 
official action is necessary and in that event the member, or members, calling such a meeting 
shall immediately notify such news media as have requested notification of the date, time, 
place and purpose of such meeting. 

3. Any person may determine the date, time and place of regularly scheduled meetings by 
phoning or contacting the City Manager at the City Building. 

4. Any person may determine the date, time, place and purpose of special meetings, as defined 
herein, by making such a request, in writing, to the City Manager, and setting forth his or her 
name, address and telephone number.  The City Manager shall notify such person of the 
date, time, place and purpose of special meetings, either by mail or telephone, and will in any 
case endeavor, with all reasonable effort and dispatch, to make such notification immediately.  
When time permits reasonable anticipation of timely mail delivery, the City Manager may 
notify such person by mail.  When, in the judgment of the City Manager, it seems reasonable 
to believe mail notification will not be timely, the City Manager will make all reasonable efforts 
to contact such person by telephone.  Long Distance calls will only be placed collect. 

 
SECTION 4: Any person desiring information as to any specific business to be discussed at a 

meeting, may obtain advance notification of the proposed discussion by securing a copy of the meeting 
agenda by any or all of the following methods: 

 
1. Agendas for regularly scheduled meetings will be available, without charge, at the Police 

Department Dispatcher’s Office on the Saturday, Sunday, Monday or Tuesday preceding the 
regularly scheduled meeting. 

2. Agendas for special meetings will be available immediately upon their preparation at the 
Police Department Dispatcher’s Office, without charge. 

3. Persons paying an annual fee of $10.00 to the City Manager, and providing said City 
Manager with self-addressed business-size envelopes (approximately 9” x 4”), with sufficient 
First Class postage affixed thereto, will be mailed all Planning Commission agendas upon 
their preparation, for so long as the City Manager has a supply of such required envelopes.  It 
shall be the sole obligation of the person requesting such mailings to determine that the City 
Manager has sufficient envelopes to continue mailing agendas for so long as such person 
desires to receive agendas.  The fee required hereunder shall be a calendar year fee and 
shall be due once each calendar year regardless of the date upon which the request for such 
mailings is filed. 
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