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NORMAL HEIGHTS COMMUNITY PLANNING GROUP BYLAWS

Amended 00.00.06

ARTICLE I.
NAME
Section 1.
The official name of this organization is the Normal Heights Community Planning Group (the “Group” or “Planning Group” or “NHCPG”).

Section 2.
All activities of this organization shall be conducted in its official name.

Section 3.
The community planning area boundaries for the NHCPG are as shown on Attachment 5. 

Section 4.
The official positions and opinions of the NHCPG shall not be established or determined by any organization other than the planning group, nor by any individual member of the planning group other than one authorized to do so by the planning group.

ARTICLE II.
PURPOSE OF COMMUNITY PLANNING GROUP AND GENERAL PROVISIONS
Section 1.
The NHCPG has been formed and recognized by the City Council to make recommendations to the City Council, Planning Commission, City Staff, and other governmental agencies on land use matters, specifically concerning the preparation of, adoption of, implementation of, or amendment to, the General Plan or a land use plan when a plan relates to the Normal Heights community boundaries. The NHCPG also advises on other land use matters as requested by the City or other governmental agency.

Section 2.
In reviewing individual development projects, the NHCPG should focus such review on conformance with the adopted community plan and/or the General Plan. Preliminary comments on projects may be submitted to the City during the project review process. Whenever possible, the formal planning group recommendation should be submitted no later than the end of the public review period offered by the environmental review process. Upon receipt of plans for projects with substantive revisions, the NHCPG may choose to rehear the project and may choose to provide a subsequent formal recommendation to the City.

Section 3.
All activities of the NHCPG shall be nonpartisan and nonsectarian and shall not discriminate against any person or persons by reason of race, color, sex, age, creed or national origin, or sexual orientation, or physical or mental disability.

Section 4.
The NHCPG shall not take part in, officially or unofficially, or lend its influence in, the election of any candidate for political office. NHCPG members shall not identify affiliation with the planning group when endorsing candidates for public office. The elected planning group members may take a position on a ballot measure.

Section 5.
Pursuant to the provisions of City Council Policy 600(5, the Group’s failure to respond to the City’s request for planning group input on the preparation of, adoption of, implementation of, or amendment to, the General Plan or a community, precise, or specific plan, or failure to review and reply to the City in a timely manner on development projects shall result in the forfeiture of rights to represent the Normal Heights community for these purposes. Such a determination resulting in the forfeiture of rights to represent its community for these purposes shall be made only by the City Council upon the recommendation of the Planning Department.

Section 6.
The NHCPG operates under the authority of Council Policy 600–24. The council policy and these bylaws govern the operations of the planning group. In addition, the Administrative Guidelines provide explanations of Council Policy 600–24’s minimum standard operating procedures and responsibilities of this planning group. Robert’s Rules of Order Newly Revised is used when the council policy, the Administrative Guidelines, and these bylaws do not address an area of concern or interest.

ARTICLE III.
COMMUNITY PLANNING GROUP ORGANIZATION
Section 1.
The Normal Heights Community Planning Group shall consist of fifteen (15) elected members to represent the community. These members of the planning group shall constitute the officially recognized community planning group for the purpose of these bylaws and Council Policy 600–24, “Standard Operating Procedures and Responsibilities of Recognized Community Planning Groups.” 

Section 2.
Elected members of the NHCPG shall be representative of the various geographic sections of the community and diversified community interests.

Planning group members shall be elected by and from eligible members of the community. To be an eligible member of the community, an individual must be at least 18 years of age and shall be affiliated with the community as a:

(1) property owner, who is an individual identified as the sole or partial owner of record, or their designee, of a real property (either developed or undeveloped), within the community’s planning area, or 

(2) resident, who is an individual whose primary address of residence is an address in the community’s planning area, or

(3) local business person, who is a local business owner, operator, or designee at a non-residential real property address in the community’s planning area.

Elected members of this planning group shall include, if possible, representatives from the following groups: 

The Adams Avenue Business Association or the Adams Avenue Business Improvement District; the El Cajon Boulevard Business Association or the El Cajon Business Improvement District; the Parent/Teachers Association (or equivalent organization) from John Adams Elementary School, Normal Heights Elementary School, or St. Didacus School; owner(s) of residential property north of Adams Avenue; owner(s) of residential property south of Adams Avenue; tenant(s)/renter(s) of residential property north of Adams Avenue; and tenant(s)/renter(s) of residential property south of Adams Avenue


General membership in the Normal Heights Community Planning Group is accomplished by submitting a “Registration for Membership” form (Attachment 1) to the Secretary. General members are encouraged to attend meetings or to join the NHCPG and are encouraged to volunteer to serve on the Planning Group’s subcommittees—Housing, Facilities, Transportation, Bylaws, Canyons, and Library. They are invited to participate at the Planning Group’s meetings, to vote when Board elections are held, and to consider becoming candidates for Board membership when there are vacancies as specified in the bylaws. In order to serve on the Board, a candidate must have attended at least one (1) regular Planning Group meeting in the previous six (6) months and must have been a General Member of the Planning Group for at least twenty-eight (28) days. 

Section 3.
Members of the Normal Heights Community Planning Group shall be elected to serve for fixed terms of two years with expiration dates during alternate years to provide continuity.


No person may serve on the NHCPG for more than eight (8) consecutive years. After a one-year break in service as a planning group member, an individual who had served for eight (8) consecutive years shall again be eligible for election to the group.


A planning group member who has served eight consecutive years may appear on the ballot with new candidates. After open seats are filled with qualified new members, and if open seats still remain, the following provisions shall be utilized: A member may serve in excess of eight consecutive years, as specified above, if that person is reelected to a remaining open seat by at least a two-thirds (2/3rds) majority of the votes cast by eligible community members participating in the regular election. The number of individuals on a planning group, serving more than eight years, shall in no case exceed twenty-five percent (25%) of the voting committee membership.


The term of a member elected by a two-thirds vote serving beyond eight years shall count as time served beyond the required break in service, and future consecutive election of the member continues to be subject to the requirements of this section. Refer to Council Policy 600–24, Article III, Section 4 for further clarification.


The planning group will actively seek new members to the extent feasible. If not enough new members are found to fill all vacant seats, the planning group may retain some members who have already served for eight (8) consecutive years to continue on the planning group without a break in service, subject to the requirements of this section.

Section 4.
A member of the NHCPG must retain eligibility during the entire term of service.


A planning group member may be removed from the planning group, upon a majority vote of the planning group, if, during a regularly scheduled public meeting, the Secretary presents documentation to the planning group and has notified the member in question that the member is no longer eligible to serve.


Ineligibility may be due to not meeting the membership qualifications found in Article III, Section 2 or Article IV, Section 1 of these bylaws.

Section 5.
In cases of alleged violations of the NHCPG bylaws or Council Policy 600–24 by a planning group member, the planning group shall conduct an investigation consistent with the Administrative guidelines and these bylaws.


If after a thorough investigation, the planning group determines that the individual member has violated a provision of these bylaws or Council Policy 600–24, the planning group shall, where feasible, seek a remedy that corrects the violation and allows the member to remain as a member of the planning group.

If corrective measures are not feasible, the planning group may remove a member by a two-thirds vote of the planning group.

The vote to remove the group member shall occur at a regularly scheduled public meeting subject to the procedures outlined in the Administrative Guidelines and these bylaws.

A planning group member found to be out of compliance with the provisions of these bylaws or Council Policy 600–24 risks loss of indemnification [legal protection and representation] pursuant to Ordinance No. O–17086 NS.


Any action by the NHCPG to discipline or remove a member must occur at a scheduled planning group meeting and be advertised on the agenda as an action item. Due to the significant nature of removing or disciplining an elected member and to ensure a fair and public process, the procedures for investigating a violation of a member are listed below:

Documenting a Violation:

· No alleged violations by a member shall be considered if they are put forth anonymously.
· The bylaws of the NHCPG and/or Council Policy 600–24 shall be cited in a written document.

· The written document shall request removal or discipline of the Board member.

Procedures for Presenting a Violation to the NHCPG:

· The violation shall be described and the time when it occurred shall be documented in writing, signed, dated, and delivered to the NHCPG chair and vice-chair. The person considered responsible for the alleged violation shall be named in the document.

Board Procedures for Administering and Acting on Investigating a Violation:

· At the next regularly scheduled NHCPG Board meeting, the chair shall announce that an alleged violation by a Board member of the Board’s bylaws and/or Council Policy 600–24 has been received by the chair and vice-chair. 

· If the alleged violation requests removal or discipline of the Board member, a majority vote of the planning group shall be used to show the level of interest in proceeding with removing or disciplining a member. 

· The chair shall announce that, subject to an investigation by the NHCPG, the alleged violation will be resolved, through a two-thirds vote of the NHCPG’s filled seats [not of the quorum present] at the next regularly scheduled public meeting. 

· The member accused of the alleged violation shall be informed that the NHCPG is conducting an investigation. The Board’s secretary shall send, by certified mail with a return receipt requested, the member a copy of the written document that alleges the violation.

· The accused member retains all rights and privileges as a Board member during the investigation, but shall recuse himself/herself when the Board votes to remove or retain the member. The member is not counted as part of the quorum of filled seats for this action item. 

· The chair, vice-chair, and an appointed, or volunteer, member from the General Membership shall investigate the allegation and publicly discuss the allegation and their findings at the next regularly scheduled meeting of the NHCPG. 

· The allegation and the Board’s fact-finding efforts shall be presented to the full Board and the accused member, who will be allowed rebuttal time at the same regularly scheduled meeting of the NHCPG.

· The decision to retain or remove the member shall be on the Board’s agenda as an Action Item for that regularly scheduled meeting.

· If the Board votes to remove the member, the member shall immediately leave the table, and the secretary shall inform the Planning Department in writing of the Board’s action.

· All meetings throughout the investigation, the public discussion, and any rebuttal shall be conducted in a civil manner by Board members and members of the public.

Recourse for Expelled Member:

The expelled member shall have the right to appeal the Board’s decision to the Planning Department, the City Attorney, and/or the City Council.

Section 6.
Code of Conduct:


Civility and respect are essential components of the Board’s credibility in the community and with other agencies. All planning group members, members of the public, and individuals making presentations to the Board and the public shall be treated with respect. Disagreements are inevitable, but shall be presented in a non-threatening and non-personal manner.


In the event that a planning group member behaves in a manner that is detrimental to the Board, he/she risks loss of indemnification as well as potential removal from the planning group.


For behavior that is disruptive to the planning group but is not a violation of specific provisions of Council Policy 600-24, or these adopted bylaws, the Board may determine that it is appropriate to follow the same discipline and removal process as outlined in Section 5 above.

ARTICLE IV.
VACANCIES
Section 1.
The NHCPG shall find that a vacancy exists upon receipt of a resignation in writing from one of its members or upon receipt of a written report from the planning group’s Secretary reporting the third consecutive absence, or fourth absence in the 12–month period of April through March, of a member(s) from regular meetings as established under Article VI, Section 2 below.

Section 2.
Vacancies that may occur on the NHCPG shall be filled not later than 120 days following the date of the determination of the vacancy. The term of office of any member filling a vacancy shall be for the balance of the vacated term.


At the regular meeting at which the vacancy is declared, the Chairperson shall appoint a Nominating Committee to prepare a list of eligible candidates to be submitted to the NHCPG at the earliest possible regular meeting. Candidate eligibility shall be limited to the general membership as defined in Article III, Section 2. Candidates will be voted on by written secret ballot by the remaining NHCPG members.

Section 3.
When the NHCPG is unable to fill a vacancy within the 120 days, as specified above, and the planning group has more than twelve members, either the seat may remain vacant until the next planning group election, or these bylaws may be amended to permit decreased membership to a minimum of 12 members. If a vacancy remains for more than 60 days from the time a vacancy is declared, and there are less than 12 elected planning group members in good standing, the planning group shall report in writing the efforts made to fill the vacancy to the Planning Department. If, after 60 additional days, the elected planning group membership has not reached 12 members, the planning group will be deemed inactive until there are at least 12 members in good standing.

ARTICLE V.
ELECTIONS

Section 1.
Elections of NHCPG members shall be held annually during a regularly scheduled meeting in March in accordance with the elections procedures found in the Administrative Guidelines for Council Policy 600–24. 


All voting procedures are established with the goal of assuring fair access to the election process and to avoid voting improprieties.


In the election process, the planning group shall seek enough new candidates to exceed the number of seats open for election in order to allow those who have served for eight (8) consecutive years to leave the group for at least one year. However, see Article III, Section 3 for procedures to follow when there are exceptions to this rule.

Section 2.
It is the duty of the Planning Department to publicize the elections of recognized community planning groups through the Planning Department website, City TV24 programming, electronic mail, the City’s webpage, or other available effective means. 

It shall be the duty of the NHCPG to make a good faith effort to utilize means available in the Normal Heights community to publicize upcoming elections and the eligibility requirements for candidacy as follows:

Posting of notices at the Planning Group’s regular meeting location at the Normal Heights Community Center, 4649 Hawley Blvd., at the Kensington Branch library, 4121 Adams Ave., in the Adams Avenue Herald, and on www.NormalHeights.org at least two (2) weeks prior to the election. Oral or written notification of business and community groups should be done to the greatest extent practical.

Section 3.
Election Policies:

The Chairperson, in January, shall appoint a Nominating Committee of three, composed of two Group members and, if possible, one general member as specified in Article III, Section 2. The Nominating Committee shall encourage members of the following groups to become candidates:

The Adams Avenue Business Association or the Adams Avenue Business Improvement District; the El Cajon Boulevard Business Association or the El Cajon Boulevard Business Improvement District; the Parent/Teachers Association (or equivalent organization) from John Adams elementary School, Normal Heights Elementary School, or St. Didacus School; residential property owner north of Adams Avenue; residential property owner south of Adams Avenue; a tenant/renter of residential property north of Adams Avenue; and a tenant/renter of residential property south of Adams Avenue. However, the entire Board shall endeavor, as much as possible, to aid in outreach and recruiting efforts.

To fill the position of Group members whose terms are expiring, the Nominating Committee shall prepare a list of candidates from the qualified general membership. The Nominating Committee’s list of candidates shall be announced at the February meeting of the NHCPG. Additional nominations of qualified candidates may be made from the floor prior to elections at the March meeting.

At the time of the election, a candidate must have attended at least one regular Normal Heights Community Planning Group meeting in the previous six (6) months(September through February(and must have been a general member of the Normal Heights Community Planning Group for at least twenty(eight (28) days.

All general members as well as Group members are eligible to vote.


The Secretary shall prepare a list of those eligible to vote based on Registration for Membership forms.

The Nominating Committee shall be responsible for conducting elections, including ballot preparation, distribution, counting the ballots, and announcing the results. The Nominating Committee shall determine poll location and operation criteria.

Section 4.
Voting shall be by secret written ballot. Under no circumstances is proxy voting allowed. Development and promotion of “slates” of candidates is contrary to the intent of Council Policy 600–24 and is not allowed.

Ballots shall be available at the noticed planning group meeting at which the election will be held. In the event two candidates receive an equal number of votes, a run(off election shall be held immediately.

Section 5.
An election becomes final after the election results are announced at a noticed planning group meeting, which is usually the March meeting. New members shall be seated in April at the start of the regular meeting in order to allow their full participation as elected members at the April planning group meeting.

Section 6.
Any challenge to an election must be brought to the attention of the NHCPG Board immediately after the ballots are counted and the names of newly elected Group members are announced. The Nominating Committee shall arbitrate any challenges.

ARTICLE VI.
COMMUNITY PLANNING GROUP DUTIES AND PLANNING GROUP MEMBER DUTIES

Section 1.
It is the duty of the NHCPG to cooperatively work with the Planning Department and/or appropriate staff throughout the planning process, including, but not limited to, the formation of long-range community goals, objectives and proposals or the revision thereto for inclusion in a general or community plan.

It is the duty of the planning group as a whole, and of each individual planning group member, to refrain from conduct that is detrimental to the planning group or its purposes under Council Policy 600–24. No planning group member shall be permitted to disturb the public meeting so as to disrupt the public process as set forth on the planning group agenda. A planning group member whose conduct is considered detrimental to the planning group shall be removed after discussion, a motion, and a two-thirds (2/3rds) vote of the NHCPG.

Section 2.
Regular attendance by elected members of the NHCPG at scheduled recognized community planning group meetings is required by Council Policy 600–24. The Policy requires that an NHCPG seat be vacated if a member fails to attend three consecutive meetings or four meetings within the 12–month period of April through March each year.

Regular Meetings. The NHCPG holds regularly scheduled meetings on the first Tuesday of each month at 6:00 p.m. at the Normal Heights Community Center, 4649 Hawley Blvd., unless the first Tuesday falls on a Federal or City holiday. It is the duty of each recognized planning group member to attend all regularly scheduled planning group meetings and to remain until adjournment, if possible. 


A report of attendance, usually included in the monthly planning group minutes, is required to be filed with the Planning Department within fourteen (14) days following approval of the planning group minutes. In addition, the planning group’s resolutions on specific projects shall include the full planning group’s vote on the project. The NHCPG shall also vote to approve meeting minutes at the following scheduled meeting, so that, for example, January’s meeting minutes shall be voted upon during the February meeting and forwarded to the Planning Department within fourteen (14) days of the February meeting.


Standing Subcommittees and Other Committees. The NHCPG has established the following subcommittees:


Housing


Facilities


Transportation


Canyons


Library


Bylaws


These subcommittees were established by the Board of the NHCPG, with an elected Board member as chair. Other Board members serve voluntarily on these subcommittees, as well as volunteers from the Normal Heights community. They are required to meet regularly at noticed public meetings held in public spaces that are open to the general public. Notices of on-going subcommittee meetings shall be posted on www.normalheights.org, in the Adams Avenue Herald, and shall be announced at the monthly regular NHCPG meetings.


Subcommittee recommendations must be brought forth to the full, elected planning group for a formal vote at a noticed public meeting. In no case may a subcommittee recommendation be forwarded to the City as the formal recommendation of the Normal Heights Community Planning Group.


Meetings. All meetings of the planning group, including subcommittees, other committees, or special or emergency meetings as described in Administrative Guidelines, Section 3.2, shall be open to the public and shall be conducted in accordance with Robert’s Rules of Order Newly Revised.


Quorum. A quorum, defined as a majority of non-vacant seats of the planning group, must be present in order to conduct business and/or to vote on projects or to take actions at regularly scheduled meetings.

Agenda. The group’s meeting agendas shall be open to input from all Group members and the public. The Chairperson of the Group shall establish a proposed agenda for each meeting of the NHCPG and shall forward the proposed agenda to their assigned community planner for posting on the Planning Department’s website. The agenda shall be posted on normalheights.org as well.


At the beginning of each meeting, the Chairperson shall place the proposed agenda before the Group for addition of supplemental items to the agenda; said additions may be proposed by either members of the group or members of the public. Any supplemental item shall be added to the agenda, if the item is supported by a least one Group member. Unless any supplemental items clearly belong under Unfinished Business, they shall be placed at the foot of the agenda under New Business and shall be heard at the conclusion of the items on the proposed agenda.


Any supplemental items of business added to the agenda at the beginning of the meeting which are not considered at that meeting because of a lack of time shall be carried over to the next meeting and shall be placed at the head of the agenda as Unfinished Business.


At the beginning of any meeting, any general member or Group member may request an order of business different from that proposed by the Chairperson. Granting such a request shall require a motion, a second, and a majority vote of the Group.


When any proposed or supplemental item of business is called up for consideration, any member of the Group may object to the consideration of that item of business on the ground that it is not relevant to the Group’s stated purpose or mission. The item of business objected to shall not be heard if the objection is supported by at least a two-thirds (2/3rds) vote of the members of the Group present.


All agenda items shall be open for public discussion. General members and the public shall be given the opportunity to provide input to the Group prior to a decision by the Group on each item. The Chairperson shall establish appropriate time limits for individual and group presentations to maximize the participation of interested parties.

A report of attendance and a copy of approved minutes, which include the votes taken on each matter acted upon for each meeting, shall be retained by the planning group and shall be available for public inspection. A copy of the approved minutes shall be submitted to the Planning Department within fourteen (14) days after approval by the planning group.


NHCPG actions on specific projects shall include the vote of the planning group, shall indicate whether or not the applicant appeared before the planning group and what type of notification was provided to the applicant requesting his/her appearance at the planning group meeting.


The NHCPG may hold meetings other than regularly scheduled meetings in accordance with a policy established by the group, except that executive sessions shall be prohibited.

Section 3.
The Normal Heights Community Planning Group shall conduct its official business in a public setting, and executive sessions are expressly prohibited. Officers of the planning group may oversee administrative business, such as assembling the draft agenda, in preparation for public discussions. However, all substantive discussions about agenda items or possible group positions on agenda items shall occur at noticed planning group meetings. 


The planning group will not, either by direct communication, personal intermediaries, serial meetings, or technological devices, attempt to develop a collective concurrence of the members of the planning group as to the action to be taken on an item other than at a properly noticed public meeting. 

Section 4.
Any member of the Normal Heights Community Group with a direct economic interest in any project that comes before the planning group, or any subcommittee, must disclose the economic interest and must recuse from voting and not participate in any manner as a member of the planning group for that item on the agenda. Section 3.5 of the Administrative Guidelines is the planning group’s reference for determining direct economic interest.

Section 5.
In limited circumstances, NHCPG members may abstain from either voting on an action item or from participating and voting on an action item. The member must state, for the record, the reason for the abstention.


The Chairperson of the NHCPG participates fully in the discussion of agenda items, but votes only to break a tie. 

Section 6.
Members of the NHCPG shall not engage in, or allow, proxy voting on any agenda item. Other methods of absentee voting on agenda items, such as telephoning, or emailing a vote, are also prohibited.

Section 7.
The NHCPG shall periodically seek community-wide understanding of and participation in the planning and implementation process. Due consideration shall be given to all responsible community attitudes as these are deemed to be in the best long-range interest of the community at large. When reviewing development projects, the planning group will allow participation of affected property owners, residents, and business establishments within proximity of the proposed development. The project applicant or representative shall be informed each time that a review will take place, and the applicant or representative will be provided with an opportunity to present the project. Any interested member of the public shall be given an opportunity to comment on projects during planning group meetings. The NHCPG hears public comments and questions first before comments and/or questions from the Board. Comments from the Board may then generate additional responses from the public before the Board acts on a motion for the project.
Section 8.
No dues are required to be a member of the Normal Heights Community Planning Group or to participate at planning group meetings. All contributions must be voluntarily made, and no official planning group correspondence may be withheld based on any individual’s desire to not make a voluntary contribution. The planning group may develop a policy for financial contributions from the citizens of the community for the purposes of furthering the efforts of the planning group to promote understanding and participation in the planning process.

Section 9.
The NHCPG maintains a current, up-to-date roster of the names, addresses telephone numbers, email addresses, and terms of elected planning group members. The current roster, as well as any updates, is forwarded to the Planning Department. The planning group also submits to the Planning Department, by the end of March each year, an annual report of accomplishments for the past term (April through March) and its anticipated objectives for the coming term.

Section 10.
Each elected NHCPG member is required to attend an orientation training session administered by the Planning Department as part of planning group and individual member indemnification pursuant to Ordinance No. O–17086 NS. Newly seated planning group members must complete a basic orientation training session within twelve (12) months of being elected or appointed to the planning group, or the member will become ineligible to serve.

ARTICLE VII.
PLANNING GROUP OFFICERS
Section 1.
The Group shall elect its officers from and by the members of the Group. Said officers shall consist of a Chairperson, Vice-Chairperson, a Secretary, and a Treasurer. By policy, the Group may decide to add and include other officers as necessary. At the April meeting, the Group shall elect its officers, immediately following the installation of new members. Voting shall be by written secret ballot prepared by the Nominating Committee. If there is but one candidate, that candidate must still receive a majority of votes. The length of an officer’s term shall be one (1) year. No person may serve as an officer for more than eight (8) consecutive years. After a period of one year in which that person did not serve as an officer, that person shall again be eligible to serve as an officer.

Section 2.
Chairperson. The Chairperson shall be the principal officer of the NHCPG and shall preside over all Group and community-wide meetings. The Chairperson is responsible for setting the monthly meeting agenda, is the point of contact for development applicants, establishes subcommittees as specified in Article VI, presents the positions and views of the NHCPG to the City, and maintains a civil meeting environment and sets time limits on speakers when necessary. The Chairperson votes only when needed to break a tie vote. 

The Chairperson is responsible for setting the monthly meeting agenda and forwards the proposed agenda to their assigned community planner for posting on the City’s website along with the minutes from the previous month’s meeting. At the beginning of each meeting, the Chairperson shall place the proposed agenda before the Group for addition of supplemental items to the agenda; said additions may be proposed by either members of the Group or members of the public. Any supplemental item shall be added to the agenda if such addition is supported by at least one Group member. 

Section 3.
Vice-Chairperson. In the absence of the Chairperson, the Vice-Chairperson shall perform all the duties and responsibilities of the Chairperson.

Section 4.
Secretary. The Secretary shall be responsible for the Planning Group’s correspondence, attendance records, and minutes and actions (including identification of those Group members who constitute a quorum, who vote on an action item, and who may abstain or recuse, and the reasons) and shall assure that Planning Group members and members of the public have access to this information. To assure public access, the Secretary shall maintain a notebook containing a copy of these bylaws, approved agendas and minutes, a copy of the monthly sign-in sheet, and proposals from developers who have appeared before the Group. This notebook shall be located in the offices of the Adams Avenue Business Association (AABA), 4649 Hawley Blvd. and shall be available to the public during AABA’s normal business hours or by arrangement with the AABA staff. The Secretary may take on these responsibilities or may identify individual(s) to assist in these duties.

The Secretary shall maintain a current roster of Group members (see Attachments 2A and 2B) on file in the offices of the City Clerk and the Planning Department. The Secretary shall maintain a list of general members to use for voting eligibility.

The Treasurer shall collect, disburse, and maintain all financial records for the Planning Group and regularly update the Group and the community on the financial status of the NHCPG.
Section 5.
The Chairperson shall be the Group’s representative to the Community Planners Committee (CPC). However, by a majority vote of the elected members on an agenda action item regarding the Group’s CPC representative, some other member may be selected as the official representative to CPC with the same voting rights and privileges as the Chairperson. An alternate CPC representative shall be chosen by the Chairperson to attend the CPC in the event the official representative cannot attend.

Section 6.
The Normal Heights Community Planning Group officers and representatives to the CPC shall promptly disseminate to all elected planning group members any pertinent information that is received by the planning group regarding its official business.

ARTICLE VIII.
AMENDMENTS 
Section 1.
Changes to these Bylaws shall be proposed by a majority of Group members and adopted by a two-thirds (2/3rds) vote of the general members present. Proposed changes must be submitted in writing, noticed, and announced at the previous monthly meeting. Changes shall not become effective until forwarded to the Group’s assigned community planner and approved by the City Planning Director and the City Attorney.

Section 2.
Any amendment to these bylaws shall not become effective until determined to be in conformance with council Policy 600–24 by the Planning Director and the City Attorney and after the amendment is approved by the Rules Committee of the San Diego City Council.

ARTICLE IX.
PLANNING GROUP POLICIES AND PROCEDURES

Section 1.
The Normal Heights Community Planning Group bylaws incorporate policies and procedures consistent with provisions contained in Articles I through VII of Council Policy 600–24. These bylaws also contain some policies and procedures recommended in Article VIII of Council Policy 600–24.

Section 2.
Community Outreach. There are no separate exhibits addressing community outreach.

Section 3.
Planning Group Composition. There are no separate exhibits addressing planning group composition.

Section 4.
Conduct of Meetings. There are no separate exhibits addressing the conduct of meetings.

Section 5.
Member and Planning Group Responsibilities. There are no separate exhibits addressing member and planning group responsibilities.

Section 6.
Elections. The Elections Handbook, which is an attachment to the Administrative Guidelines, provides general guidance for planning group elections. Specific election procedures for the Normal Heights Community Planning Group are contained in these bylaws, see Article V, Sections 1–6.

Attachment 1
General Membership Application

Attachment 2A
Planning Group – City Use Roster

Attachment 2B
Planning Group – Public Roster

Attachment 3
Annual Report of the NHCPG

Attachment 4
Community Planners Committee (CPC) Membership Data

Attachment 5
Map outlining official planning boundaries for Normal Heights

Approved: Normal Heights Community Planning Group: XX.XX.06

ANNUAL REPORT OF 

THE NORMAL HEIGHTS COMMUNITY PLANNING GROUP

APRIL 2006 – MARCH 2007

(Suggested Format)
Section I.
Introduction.



Include name of planning group, its officers, and any subcommittees.

Section II.
Administrative Issues.

Include number of meetings held, membership changes, numbers and

categories of membership, revisions to the group’s bylaws, procedures,

and/or policies.

Section III.
Plan Preparation and Implementation.

Provide a chronology of participation on a plan update or amendments, ordinance preparation/amendments and rezones, public facilities financing plan, etc. Include, if possible, specifics on key actions taken (dates and results of votes.)

Section IV.
Special Projects.

Document any special projects discussed and voted on by the planning group.

Include specifics on any actions taken. Projects could include policy items, City

or regional task forces, General Plan meetings, or political candidate, as well as

ballot forums.

Section V.
Project Review.

Document the planning group’s review and/or actions taken on major

discretionary projects. List this information by project name and location if

possible. Discretionary projects include variances, street vacations, planned

development permits and coastal development permits

Section VI.
Objectives.

Address any or all of the above categories. Discussions might include how the

planning group operates or interacts on special projects that the planning

group would like to pursue.
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