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Community Meeting Guidelines
It is often recommended that applicants who file a zoning application for rezonings, Conditional Use Permits or Special Exception Permits arrange a community meeting with surrounding property owners.  These meetings are particularly necessary for complex rezoning applications or cases with significant community interest.  
What is the purpose of a community meeting?

A community meeting allows the applicant the opportunity to present their case to the community and also obtain feedback from citizens who may have questions, concerns, or comments about the proposal.  
When should the meeting be scheduled?
The applicant is responsible for scheduling the meeting.  It should be scheduled at least one month prior to the date the application is scheduled to be heard by the Planning Commission or Board.  This timeframe should allow the applicant time to make any necessary changes to the application following the meeting and still meet the 21-day Planning Commission or Board deadline.  The Planning Staff recommends that applicants schedule the meeting after all agencies have conducted their initial review of the application. 
Who should be contacted to arrange for the meeting time?
The applicant should coordinate with their Planning Commissioner, Board of Supervisors representative and Planning Staff to arrange the meeting time and location.
Where and at what time of day should the meeting be held?
The applicant is responsible for finding a location to hold the meeting.  Potential locations often include churches, fire stations, and libraries.

The meeting should be held in the evening, Monday through Thursday, beginning around 6:00 pm or 7:00 pm.  Meetings typically last from one to two hours, depending on the complexity of the case.  It is recommended that applicants prepare an agenda for the meeting, setting aside time for staff comments, a presentation by the applicant, and a question and answer period.  A sample agenda is attached.
Who should be notified about the meeting?
The applicant should start by sending written notices to adjacent property owners.  At times, it may be appropriate to notify all of the residents within the subdivision (if the property is within a subdivision).  The applicant should also ask the assigned planner if he or she has been contacted by other interested parties who may want to attend the meeting.  If so, those parties should be notified of the meeting.  It is helpful to include a copy of the proposed sketch plan or conceptual plan with the notice.  This will allow citizens who may not be able to attend the meeting the opportunity to educate themselves about the nature of the project. Property owner information may be obtained from the County’s website. (Directions for using this website are attached).  It may also be necessary to notify representatives of nearby communities, such as the president of a homeowners association.  
Sample

Community Meeting Agenda

Date/Location

Hanover County Rezoning Case Number C-xx-xx (c)

Applicant: XXXX

Project name: XXXX

1. Introductory Comments:  Supervisor and/or Planning Commissioners name

2. Review Process – Staff

3. Zoning Proposal - Applicant

a. Project Introduction

b. Project Description

c. Project Design Concepts

d. Project Impact Mitigation Measures

4. Question and Answer – Supervisor/Planning Commissioner/Applicant/Staff as appropriate

5. Closing Comments – Supervisor/Planning Commissioner/Applicant

