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CITY OF PENSACOLA


ZONING BOARD OF ADJUSTMENT


RULES AND PROCEDURES

AUTHORITY
The Zoning Board of Adjustment, hereafter referred to as the “Board”, was created by the City Council of the City of Pensacola in accordance with Section 12-13-1 of the Code of the City of Pensacola.  In accordance with this Code, the Board establishes the rules and procedures as described below.

ORGANIZATION
The Zoning Board of Adjustment shall have a Chairman, Vice-Chairman, and Secretary.  The Board shall elect a Chairman and Vice-Chairman from its members and the City of Pensacola shall assign a staff member to serve as Secretary to the Board.

Elections for Chairman and Vice-Chairman shall be conducted annually at the first regular monthly meeting following the appointment/reappoint of Board members by the City Council.  The Chairman and Vice-Chairman are eligible to succeed themselves in office at the pleasure of the Board.

Should the Chairmanship become vacant, the Vice-Chairman shall fill the vacancy if he/she concurs. If the Vice-Chairman does not agree to fill the vacancy, the new Chairman shall be elected from the remaining Board members.  Should the Vice-Chairmanship become vacant, the new Vice-Chairman shall be elected from the remaining Board members.

All meetings shall be conducted by the Chairman, or in his/her absence, the Vice-Chairman.  In the event that neither the Chairman nor the Vice-Chairman is present, a minimum of five members present at the meeting may elect a Temporary Chairman to conduct the meeting. 

In the event that any Board member is absent for three (3) consecutive regular meetings, or if a Board member misses more than four (4) meetings within a period of one (1) year, the Board shall notify the City Council of said Board member’s absences, with the recommendation that said Board member be removed from his/her appointed term and that a new member be appointed to replace him/her.

BOARD AGENDA
The form of the agenda shall be approved the Board and shall include the following paragraphs:

“All persons having an interest in the above are invited to attend.  Applicants are hereby notified to be present or have an authorized agent attend the meeting.  Any discussions and/or presentations made by an authorized agent shall be binding.  Failure to attend will prevent consideration of the application.

If any person decides to appeal any decision made with respect to any matter considered at this meeting or public hearing, such person may need to ensure that a verbatim record of the proceedings is made, which record includes the testimony any evidence upon which the appeal is to be based.”

The agenda shall be distributed to the Board members no later than one week prior to a scheduled meeting.  In order to allow for preparation, notification advertising, and mailing, the deadline for making application shall be two (2) weeks prior to a scheduled Board meeting.

Items on the agenda shall be identified as follows:

0000-00
Year - Consecutive Case Number, i.e.: 01 (first case)

NOTIFICATION

Each applicant for a variance shall be required to prominently post a sign, as provided by the City, on the property to which the application pertains.  The sign shall be posted no less than one week prior to the scheduled Board meeting.

The Board meeting agenda shall be published by public notice advertised in a local newspaper prior to the scheduled Board meeting.

MEETINGS/BOARD DECISIONS
Meetings shall be held on the third Wednesday of each month.  Special meetings may be called by the Chairman at his/her discretion, but allowing time for a minimum of fourteen (14) days notice.  All meetings shall be held in a City owned or leased building.

No meeting, regular or special, shall be held without at least five (5) Board members present.  All decisions of the Board shall be in conformance with City Code Section 12-13-1 (E), as currently adopted by the City Council which states:

“Vote Required.  The concurring vote of five (5) members of the Board shall be necessary to reverse any order, requirement, decision or determination of the Building Official, or to decide in favor of the applicant on any matter upon which it is required to pass under this title, or to effect any variance in the application of this title.”

All Board decisions shall be at the meeting at which the item is scheduled unless tabled or delayed by the Board.  A written order form shall be completed for each case and a copy shall be sent to the applicant within seven (7) days of the date of the meeting.  The original written order form shall be kept on file by the Board Secretary.

If a variance is granted by the Board, the Applicant must secure a building permit and commence work within one hundred and eighty (180) days of the date the variance was granted, unless additional time is granted by the Board at the time the variance is approved or a request for extension is received prior to the expiration of the approved variance.

If a variance is denied by the Board, the Applicant shall be required to allow at least one (1) year before an application for the same variance is placed on the Board agenda.
