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INTRODUCTION 

Members of the Wake Forest Historic Preservation Commission have been entrusted 
to review proposed alterations, renovations, and new construction to Local Historic 
Landmarks and properties in the Wake Forest Local Historic District. This handbook 
provides an overview of the roles and responsibilities of the Historic Preservation 
Commission and has been prepared to assist members in fulfilling the important 
duties of their position.  

In compiling this handbook, information was taken from multiple sources including 
the State of North Carolina General Statutes, State Historic Preservation Office, 
Preservation North Carolina, the Wake Forest’s Unified Development Ordinance 
(UDO), Wake Forest Historic Preservation Plan, and Town policies. In the event of a 
conflict between this handbook and any official state or local law or policy, the subject 
law or policy shall prevail. In the event a law and policy conflict, the law shall prevail. 

 
ESTABLISHMENT AND AUTHORITY 

Establishment 
The Wake Forest Historic Preservation Commission exercises authority under 
North Carolina General Statutes and the UDO and is governed by these statutes 
and ordinances as adopted and amended by law. 

Powers and Duties 
In accordance with NC General Statute 160D-942 and Section 14.6.1 of the UDO, 
the Historic Preservation Commission has been granted the following powers and 
duties: 

1. Property Inventory 

The Historic Preservation Commission is responsible for undertaking an 
inventory of properties of historical, pre-historical, architectural, 
archaeological, and/or cultural significance. 

2. Historic Districts and Landmarks 

The Historic Preservation Commission is responsible for recommending 
individual buildings, structures, sites, areas, or objects as local historic 
landmarks, and areas as historic districts to the Board of Commissioners.  

3. Certificate of Appropriateness 

The Historic Preservation Commission is responsible for reviewing and acting 
upon proposals for alterations, demolitions, or new construction within 
historic districts, or for the alteration or demolition of designated landmarks.  

4. Demolition Permit 
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The Historic Preservation Commission is responsible for reviewing and acting 
on demolition of historic structures applications as described in Section 15.11.4 
of the UDO.  

5. Acquire Historic Properties 
The Historic Preservation Commission has the power to acquire, by any lawful 
means, properties within established historic districts or that have been 
designated as landmarks to hold, manage, preserve, restore, and improve 
such properties, and to exchange or dispose of the property by public or 
private sale, subject to covenants or other legally binding restrictions that will 
secure appropriate rights of public access and promote the preservation of the 
property. 
 
6. Maintain Historic Properties 
The Historic Preservation Commission is responsible for restoring, 
preserving, and operating any historic property that it acquired. 
 
7. Revoke Historic Designation 
The Historic Preservation Commission has the power to recommend to the 
Board of Commissioners that designation of any area as a historic district or 
part thereof, or designation of any building, structure, site, area, or object as a 
landmark, be revoked or removed. 
 
8. Education Programs 
The Historic Preservation Commission has the power to conduct an 
educational program regarding historic properties and districts within its 
jurisdiction. 
 
9. External Contracts 
The Historic Preservation Commission may, when authorized by the Board of 
Commissioners, contract with the State, or the United States of America, or 
any agency of either, or with any other organization provided the terms are 
not inconsistent with State or federal law. 
 
10. Historic Property Access 
The Historic Preservation Commission may only enter private lands for an 
examination or survey in performance of its official duties and at reasonable 
times. No Commission member or employee may enter any private building 
or structure without the express consent of the owner or occupant.  
 
11. Stay of Demolition Period 
The Historic Preservation Commission has the power to take steps during the 
period of postponement of demolition or alteration of any historic landmark 
or property to ascertain what the local governing body can or may do to 
preserve such property, including consultation with private civic groups, 
interested private citizens, and other public boards or agencies, and including 
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investigation of potential acquisition by the Board of Commissioners when the 
preservation of a given historic property is clearly in the interest of the general 
welfare of the community and such property is of certain historic and 
architectural significance.  
 
12. Preservation Policies 
The Historic Preservation Commission has the power to prepare and 
recommend the official adoption of a preservation element as part of the 
Town’s Comprehensive Plan.  
 
13. Negotiate with Property Owners 
The Historic Preservation Commission has the power to negotiate at any time 
with the owner of a building, structure, site, area, or object for its acquisition 
or its preservation, when such action is reasonably necessary or appropriate. 
 
14. Other Powers and Duties 
The Historic Preservation Commission shall also have any additional powers 
and duties as set forth in NCGS §160D-303(d), as amended, the UDO, or at the 
direction of the Board of Commissioners. 

MEMBERSHIP 

A member of the Historic Preservation Commission represents the Town of Wake 
Forest. Along with the opportunity to serve the Town, comes the requirement of 
abiding by all applicable rules and laws that govern ethical and professional behavior, 
including the Code of Ethics for Members of the Advisory Boards, Committees, 
Commissions & Board of Commissioners of the Town of Wake Forest attached hereto, 
as amended. 

Appointments 
1. The Historic Preservation Commission shall consist of nine regular members. 

2. A majority of the members shall have a demonstrated special interest, 
experience, or education in history, archaeology, or related fields.  

3. All members shall be residents of the Town’s incorporated area or 
extraterritorial jurisdiction (ETJ) and the incorporated members shall be 
appointed by the Wake Forest Board of Commissioners.  

4. A minimum of one member shall reside in a designated Local Historic 
Landmark or the Local Historic District.  

5. A minimum of one member shall be a resident from within the Town’s 
extraterritorial jurisdiction (ETJ), unless the proportional calculation for ETJ 
representation, which shall be determined based on the population of residents 
of the extraterritorial area, requires more than one ETJ member. The ETJ 
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member(s) shall be appointed by the Wake County Board of Commissioners, 
after receiving a recommendation from the Wake Forest Board of 
Commissioners, and shall have equal rights, privileges, and duties as all other 
members of the Historic Preservation Commission. If no applications are 
received for the ETJ position, the Wake County Board of Commissioners may 
appoint other residents from Wake County.  

6. The Board of Commissioners may appoint one, but no more than two, youth 
ex-officio (non-voting) members. Youth ex-officio members must attend a high 
school located with Town limits. 

Terms 
1. Regular Members 
Regular members shall serve 3-year terms. No member shall serve more than 
two full consecutive terms. Once a member has served two full consecutive 
terms, the member must be off the Historic Preservation Commission for a 
minimum of one year before being eligible to serve again. This term limit 
requirement may be waived by the Board of Commissioners. 

2. Youth Ex-Officio Members 
The appointment cannot exceed four years or until graduating from high 
school.   

Vacancies 
Vacancies occurring for reasons other than expiration of the term shall be filled by 
appointment for the period of the unexpired term only by the body that appointed 
the vacating member. 

Resignations   
Historic Preservation Commission members who wish to resign their position shall 
notify the staff liaison, Commission Chair, or Town Clerk in writing. 

Replacements 
Unless otherwise provided by law, ordinance, or resolution, appointed 
Commission members serve at the pleasure of the Board and may be removed from 
the Historic Preservation Commission at the discretion of the Board. 

Quorum  
According to NCGS 160D-406, a quorum shall constitute a majority of the 
members, not including vacant seats. Vacant seats and disqualified/recused 
members are not considered members of the Commission for calculation of a 
majority. The presiding Chair is counted in determining whether a quorum is 
present. In the absence of a quorum, the Commission shall not conduct any 
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business. Quorum is established at the beginning of the meeting. Subsequent 
recusals or abstentions do not affect quorum. 

Oath of Office 
All Historic Preservation Commission members shall, before entering their duties, 
take an oath of office. 

Required Policies and Training 
1. New Appointments 
Newly appointed Historic Preservation Commission members are required to 
attend orientation, ethics training, and affirm appointed Commission specific 
Town policies within 60 days of their appointment and prior to attending any 
Historic Preservation Commission meeting. If a Commission member is 
unwilling or unable to agree to the terms of the required trainings and policies, 
the appointment will be rescinded. 

2. Tenured Appointments 
All Commission members are required to attend annual quasi-judicial training. 
Furthermore, the Town may elect to require additional training for 
Commission members. All Historic Preservation Commission members are 
expected to attend these trainings. Required trainings may be in person or 
virtual. Commission members who fail to attend a required training may not be 
able to participate in Historic Preservation Commission meetings. Commission 
members unable to participate in required training will be counted as absent 
and subject to dismissal in accordance with the attendance policy. (See 
Attendance.) 

OFFICERS 

Officer Appointments 
The Historic Preservation Commission shall vote one of its members to serve as its 
Chair and another as its Vice Chair. The vote of a Chair and Vice Chair will take 
place at the February regular meeting each year, giving new members the 
opportunity to vote. 

1. Chair 
A Chair shall be elected by the voting members of the Historic Preservation 
Commission. His/her term shall be for two (2) years, and he/she may serve for 
no more than two (2) consecutive terms. The Chair shall appoint any 
committees found necessary to investigate any matters before the commission. 

2. Vice-Chair 
A Vice-Chair shall be elected by the voting members of the Historic 
Preservation Commission. His/her term shall be for one (1) year, and he/she 
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may serve for no more than two (2) consecutive terms. In the absence of the 
Chair, the Vice-Chair shall assume the duties of the Chair. 

3. Treasurer 
The Treasurer shall be the Finance Director for the Town of Wake Forest or 
designee. The Treasurer shall keep an account of all receipts and 
disbursements. No disbursement of Commission funds may be made without 
the consent of the voting members of the Commission. The Treasurer shall be 
responsible for maintaining the ledger of accounts, for receiving and 
reconciling all bank statements with the ledger accounts and for the proper 
filing and maintenance of all financial records. These records include the 
ledger, bank statements, cancelled checks, receipts, and bills. The Treasurer 
and/or Secretary shall present a report of the status of funds to the 
Commission at each regular monthly meeting of the Commission and shall 
prepare an annual report of financial activities for the Town Board of 
Commissioners. 

 
4. Secretary 
The Secretary of the Historic Preservation Commission shall be a staff person 
of the Wake Forest Planning Department. The Secretary, subject to the 
direction of the Chairman, shall keep all records, shall conduct all 
correspondence of the Commission and shall generally supervise the clerical 
work of the Commission. Official record of the Commission is on file at the 
Wake Forest Town Hall. 

Duties 
It shall be the duty of the Chair to preside over all meetings and to sign all official 
Historic Preservation Commission papers. The Vice Chair shall preside over the 
Historic Preservation Commission meetings in absence of the Chair. If both the 
Chair and Vice Chair are absent, the Historic Preservation Commission shall vote 
to determine who serves as acting Chair for the meeting. 

Vacancies 
Whenever the Chair or Vice Chair appointment is vacated due to a resignation, 
dismissal, death, or otherwise, a new Chair or Vice Chair shall be selected by the 
Historic Preservation Commission without undue delay. 

STAFF 

Staff Liaisons 
1. Planning Director   
The Planning Director, or their designee, serves as the official professional staff 
liaison for the Historic Preservation Commission, and is the Commission’s 
secretary, providing administrative support, notifying members of Commission 
meetings, and keeping the minutes of meetings.  
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2. Planning Department Staff 
Planning Department staff is available as a resource to advise the Historic 
Preservation Commission members and assist them in fulfilling their duties. To 
ensure that the Historic Preservation Commission has the information it needs 
to fulfill its duties, members are encouraged to contact Historic Preservation 
staff in the Planning Department with any questions prior to the Commission 
meeting. Staff will respond in accordance with law on all quasi-judicial matters.  

3. Town Attorney 
The Town Attorney may be consulted on legal issues through the Planning 
Director’s office. The Town Attorney will attend Historic Preservation 
Commission meetings if requested by the staff liaison or Town Manager. 

Role of Staff 
Staff are Town employees with significant staff responsibilities that relate to their 
work with the Historic Preservation Commission. Staff does not work “for” or “at 
the direction of” the Historic Preservation Commission. The Historic Preservation 
Commission does not supervise or manage staff and may not direct staff to perform 
work on behalf of the Commission. The Historic Preservation Commission may 
make reasonable requests for information or resources by contacting the staff 
liaison.  
 

MEETINGS 

Meeting Schedule 
The Historic Preservation Commission shall adopt an annual schedule of regular 
meetings prior to the end of each calendar year. A copy of the schedule shall be 
kept on file with the Town Clerk or designee. The staff liaison may cancel a regular 
meeting upon a determination that there are no agenda items for consideration 
and may call a special or emergency meeting in accordance with state law.   

Meetings, when held, are currently scheduled on the fourth Tuesday of each month 
at 6:30 p.m. in the Board Chambers of Wake Forest Town Hall, 301 South Brooks 
Street, 2nd Floor, Wake Forest, North Carolina.   

Meeting Notice 
All Historic Preservation Commission meetings shall be open to the public in 
accordance with state law and shall be noticed for as follows: 

 
1. Changes to the regular meeting schedule shall be filed with the Town Clerk or 

designee at least seven calendar days before the first meeting held pursuant to 
the revised schedule. 

2. Notice of a meeting and the business to be conducted shall be given to each 
member of the Commission at least 48 hours prior to the meeting. Special 
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meetings of the Commission may be called at any time by the Chair, but notice 
of special meetings must be posted at least 48 hours in advance of the meeting 
in accordance with state law.  

3. Public hearings shall be noticed to the public as set forth in Section 15.3, Public 
Notification, of the UDO. 

4. When there is no business for the Board, the staff liaison may dispense with a 
regular meeting by giving notice to all not less than 48 hours prior to the time 
scheduled for the meeting. The Town Clerk or designee shall then cause a 
meeting cancellation notice to be posted 48 hours before the scheduled meeting 
as required by law. 

5. The Commission may continue a meeting or agenda item to a specified date 
and time without the meeting becoming a special meeting and without further 
notice being required to members of the public provided that the time and place 
in which the next meeting is to be continued is announced in open session. 

Meeting Record  
The Town Clerk or designee shall keep a record of its members' attendance, 
discussions, findings, and recommendations. Meeting minutes shall be a public 
record in accordance with state law. 
 

RULES OF PROCEDURE 

The following are the established Rules of Procedure for the Historic Preservation 
Commission.  Modifications to the following Rules of Procedure may be approved by 
a majority vote of those Historic Preservation Commission members present at a 
meeting and must be consistent with state and local law. 

Agenda Preparation 
The business of a Historic Preservation Commission meeting is controlled by the 
agenda. The agenda is prepared as described in this section.  

1. The Planning Department prepares the agenda.  

2. Items may be placed on the agenda by the following methods: 

a. Request of a majority of the Board of Commissioners,  

b. Request of the Town Manager, Planning Director, or Town Attorney, or 

c. Request of a majority of the Historic Preservation Commission members. 
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Historic Preservation Commission agendas are generally published seven days 
prior to the meeting on the Town’s website. Copies of the agenda are provided in 
sufficient quantity at each regular meeting for the public to obtain copies. 

In the event that confidential material is distributed with the agenda, such as a 
memorandum from the Town Attorney advising the Commission on a legal issue, 
such information shall be marked as confidential. Commission members shall not 
discuss confidential material at any open meeting or with any members of the 
public. 

Agenda Order 
The agenda shall be set in the following order.  

1. Call to Order 

2. Approval of Agenda 

3. Approval of Minutes 

4. Public Comment 

5. Treasurer’s Report 

6. Old Items 

7. New Items 

8. Staff Comments 

9. Historic Preservation Commission Comments 

10. Adjournment 

Consideration of Scheduled Items   
To ensure full consideration of matters before the Commission, presentations 
related to each item shall customarily be taken in the order set forth below. Items 
may be taken out of order at the discretion of the Chair.  

1. Town staff presentation and recommendation. 

2. Presentation (maximum of 10 minutes) by applicant. The Chair can extend 
the maximum up to 20 minutes if warranted.  

3. Questions from the Historic Preservation Commission. 

4. Comments from the public during public hearing. 
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5. Discussion by the Historic Preservation Commission. 

6. Closure of the public hearing. 

7. Motion and recommendation by the Historic Preservation Commission. 
 

Certificate of Appropriateness Application Procedures 
1. For all Major Work Certificates of Appropriateness, an application must be 

filed in the Planning Department at least thirty (30) calendar days prior to 
the next meeting of the Commission, accompanied by sketches, drawings, 
photographs, specifications, descriptions, etc. of the proposed project. 
Application must be obtained and filed at the Wake Forest Town Hall in the 
Planning Department via Electronic Plan Review.  

2. As stated in Section 15.11.3, for all Major Work COAs, the Commission will 
hold an evidentiary public hearing concerning the application as part of the 
regular meeting. 

3. The Commission must issue or deny a Certificate of Appropriateness within 
one hundred eighty (180) days after the filing of the complete application, 
except when the time limit has been extended by mutual agreement 
between the applicant and the Commission. 

4. If the application is approved, the Secretary for the Commission shall 
transmit a Certificate of Appropriateness in letter form, clearly describing 
the nature of the work which has been approved. 

5. If the application is denied, written reasons for denial shall be made 
available to the applicant. 

6. After the vote of the Commission, it will direct the preparation of an order 
consistent with the Commission vote, which shall contain the Commission’s 
determination of contested facts and their application to the applicable 
standards. The Commission will approve the order at the meeting, after 
which it will be signed by the Chairperson. The staff liaison shall file the 
decision with the Secretary for the Commission and the Town Clerk. The 
decision will be mailed to the applicant via certified mail. 
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Procedure of Consideration of Applications for Certificates of 
Appropriateness 

1. Conflict of Interest 
Call case according to the agenda and open the public meeting. Determine if 
any commission member has a conflict of interest with respect to the particular 
case. Procedure for making that determination: 1) the Town Attorney will 
inquire of Commission members if any of them have a conflict; 2) allow parties 
and Commission members to present claims of conflicts of interest (there will 
be no examination of a commissioner); 3) Commission member will be allowed 
opportunity to respond to claim he/she has a conflict; 4) if Commission 
member who another claims has a conflict of interest refuses to step aside for 
the purpose of this hearing, the Commission will, by majority vote, determine 
if there is a conflict (the Commissioner alleged to have a conflict will not vote); 
5) if a conflict is found by the Commission, the Commissioner found to have a 
conflict shall not participate, in any way, in the hearing or decision-making 
process of the case. 

2. Swear Witness 
Announce that the Public Hearing portion of the meeting is beginning and that 
the Commission is ready to consider applications. Make a statement that North 
Carolina law requires that anyone who speaks either for or against an 
application must be sworn. The Town Attorney swears all witnesses, including 
attorneys (all can be sworn at the same time). In the absence of the Town 
Attorney, the Chairperson will swear all witnesses.  
 
3. Introduce Application 
The staff liaison or designee will be called upon to be sworn and present the 
application and in doing so shall: identify the property on the historic district 
map; indicate impacts on adjoining property and visibility of work from the 
street; present the application and analysis regarding the Secretary of the 
Interior’s Standards for Rehabilitation and Wake Forest Historic District 
Design Standards. 

4. Questions for Staff Regarding the Application 
Commission members may ask the staff liaison initial questions about the 
application. 

5. Support 
The Chair calls upon applicant for evidence in support of the application. The 
Chair notes the Commission will consider only competent, material, and 
substantial evidence and any party believing the evidence offered does not 
qualify as competent, material, and substantial is free to object. The Chair, with 
the assistance of counsel, will rule on any objections. The applicant will be given 
a reasonable time in which to present his/her evidence, and any other persons 
in support of the application will be heard. 
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6. Questions/Cross Examination for Applicant 
Any witness offering evidence in support of the application will be subject to 
cross examination by commission members and those in opposition to the 
application. A reasonable time will be allocated for this process.  

7. Against 
The Chair calls upon others (record name and address), if any, for evidence 
against the application. A reasonable time will be allocated for this evidence. 

8. Questions/Cross Examination 
Any witness offering evidence against the application will be subject to cross 
examination by commission members and the applicant or his/her attorney. A 
reasonable time will be allocated for this process. 

9. Staff Statement 
The Chair will call upon the staff or other public official (from a commission or 
department of the Town of Wake Forest, any state agency, any local historic 
preservation or neighborhood association, etc.) for any statements they wish to 
make in support of or in opposition to the application. Commission members 
and the parties who have presented evidence will be given the opportunity to 
examine the staff or public official making any statement. 

10. Rebuttal 
If evidence is offered against the application, the applicant will be given the 
opportunity to rebut that evidence. 

11. Final Questions/Discussion 
The Historic Preservation Commission will be provided a final opportunity to 
ask questions and discuss during the open public hearing. Staff will ask any 
questions for clarification and provide a summary of the discussion. 

12. Close Public Hearing 
After all the evidence is presented, the Chair will close the public hearing 
portion of the meeting and entertain a motion to approve (as submitted or in a 
modified form) or deny the certificate of appropriateness based on the findings 
of fact. The Commission will discuss the motion and vote. The Commission is 
to consider only competent, material, and substantial evidence and will note its 
consideration of those findings of fact necessary to support the approval or 
denial of the application. The Town Attorney will advise the Commission of the 
relevant and necessary findings of fact. 

13. Approval/Denial of Application and Certificate of 
Appropriateness 
A motion must be made to approve/deny the application and Certificate of 
Appropriateness and pass by majority vote of the Commission. The staff 
liaison will provide the documentation to the applicant and all relevant Town 
departments.  
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14. Preparation and Entry of Order 
After the vote of the Commission, it will direct the preparation of an order 
consistent with the Commission’s vote, which shall contain the Commission’s 
determination of contested facts and their application to the applicable 
standards. The Commission will approve the order at the meeting, after which 
it will be signed by the Chairperson. Staff to the Commission shall file the 
decision with the Town Clerk or designee. The decision will be mailed to the 
applicant via certified mail. 

PUBLIC PARTICIPATION 

The Historic Preservation Commission is responsible for ensuring a fair process for 
individuals participating in a public hearing.  

Participation 
1. Public Comment  
A specific time during Historic Preservation Commission meetings in which the 
public can comment on specific Historic Preservation Commission items that 
are legally required by law. 

Procedure 
1. Register to Speak 

Speakers must first sign up to speak no later than 3pm the day of the meeting. 
If someone desires to speak, but has not signed-up, the Chair can, at their 
discretion, allow the person to speak.  

2. Speaking at the Podium 
At the appropriate time, the Chair will acknowledge those persons who have 
signed up to speak and they will be called upon in the order registered. Speakers 
will address the Commission as a whole, from the podium at the front of the 
room and begin their remarks by stating their name and address. If 
representing a group, the spokesperson must also identify the group they are 
representing.  

Speakers needing additional information or questions answered will be 
contacted by the Town Clerk or designee and provided contact information for 
the appropriate staff person.  

3. Time Allotment 
Unless otherwise indicated by the Chair, individual comments shall be limited 
to three minutes. Someone speaking on behalf of group shall be limited to ten 
minutes. Once comments have been made, speakers cannot speak again, unless 
specifically called upon by the Chair or applicant for cross-examination. The 
Chair may, at their discretion, interrupt a public hearing and elect to continue 
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it to another meeting due to, among other reasons, the lateness of the hour or 
to allow consideration of other items on the agenda.  

 
When a public hearing is continued from previous meetings, previous 
individuals that have spoken, either representing themselves or a group, cannot 
speak at a continued public hearing, unless specifically called upon by the Chair 
or applicant for cross-examination. Additionally, speakers cannot both 
represent themselves individually and speak on behalf of a group throughout a 
public hearing, even if held over multiple sessions.  
 

MANNER OF ACTING 

The act of a majority of the Commission present at a meeting at which a quorum is 
present shall be the act of the Historic Preservation Commission unless the act of a 
greater number is required by law. 

Motions 
The Historic Preservation Commission shall follow Trey Allen’s Suggested 
Procedural Rules for Local Appointed Boards in considering and acting on any 
business and shall act through the use of a motion. Motions may be made by any 
Historic Preservation Commission member, with the exception of the Chair. All 
motions require a second. Once a motion has been duly made, it is up for 
discussion and debate by the Historic Preservation Commission. The following is 
a summary of four of the most common types of motions.  

1. Main Motion 
A main motion is the original motion made on an item. After a motion has been 
made and seconded, the Chair shall recognize Commission members desiring 
to discuss the matter under consideration and shall determine in which order 
Commission members shall speak about the request. All members will be given 
an opportunity to discuss an item prior to a vote.  

Example: “I move that ____________.” 

2. Motion to Amend   
Once a motion has been seconded and is on the floor for consideration, any 
member may move to amend the motion. Motions to amend are typically made 
if a member wishes to add to, delete from, or substitute language in the main 
motion. When a motion to amend has been duly made, seconded, and stated by 
the Chair, it must then be voted upon. If the vote on the amendment passes, 
then a vote is taken on the amended motion. If the vote on the amendment fails, 
the un-amended main motion remains before the Commission for action.  

Example: “I move that the motion be amended by adding the following words 
________.” 

3. Substitute Motion   
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A substitute motion is made when a main motion is pending. If approved, a 
substitute motion, disposes of and replaces the main motion.  

Example: “I move a substitute motion that the Commission oppose 
_________.” 

4. Motion to Table or Continue   
A motion to table or continue consideration of an item to a later meeting may 
be made by the Commission. Generally, such motions are made if an applicant 
has requested time to amend an application in response to feedback from the 
public or Commission or if additional time is needed to compile information 
requested by the Commission that is relevant to the request. Motions to table 
or continue may be made on any item.  

A motion to continue a public hearing must include the date, time and location 
of the meeting that the item will be considered or else the public notice will 
lapse, and a new notice must be published before the item can be taken back up 
by the Commission. In making a motion to table or continue, the Commission 
should be mindful that applicants have a right to due process and to have their 
requests considered in a reasonable timeframe. 

If a motion to table or continue fails, then the item remains before the 
Commission for further action. If adopted, the matter is tabled or continued 
under the terms of the motion and a motion to open and continue consideration 
of the item is required at the next meeting before the Commission may consider 
the matter again.  

Example: "I move we postpone this matter until ____________." 

Voting  
The vote of a majority of those members present, unless 4/5ths required by law, 
shall be sufficient to decide matters before the Commission, provided a quorum 
has been established. The vote of each member on each item acted on by the 
Commission shall be recorded in the minutes. 

1. Voice Vote 
Motions are typically made by a simultaneous voice vote of those in favor 
followed by a simultaneous voice vote of those opposed.  

2. Roll Call Vote   
At the Chair’s discretion, a roll call vote may be taken. During a roll call vote, 
each member shall state their vote out loud upon being called on by the Chair.  

3. Abstention  
A Commission member may abstain from voting on an item. When an 
abstention is made, the abstaining member is counted as an affirmative vote. 
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The member abstaining can participate in the deliberation; they simply cannot 
vote.  

4. Recusal 
A Commission member can request to be recused from voting on an item due 
to a conflict of interest (see Conflict of Interest). A vote of a majority of 
members present, excluding the member requesting recusal, is required to 
recuse a member.  The recused member shall remove themself from the room 
while the discussion takes place and until the vote is taken. When a recusal is 
made, a majority of members present, excluding the recused member, is 
needed to decide an item. 

As a policy, Commission members that need to recuse from consideration of an 
item due to a conflict of interest shall inform the staff liaison, Historic 
Preservation Commission Chair, and Town Attorney at least 48 hours in 
advance of the meeting.  

TYPES OF DECISIONS 

The Historic Preservation Commission has been assigned decision-making authority 
for quasi-judicial matters. 

Quasi-Judicial Decisions  
A quasi-judicial decision is like a court decision in several important ways. It 
requires the deciding board to use its judgment in applying general law to a 
particular land use situation while ensuring the constitutional due process rights 
of the parties. 

OPEN MEETINGS LAW 

All meetings of the Historic Preservation Commission are open to the public and any 
member of the public may attend.  

Broadcasting or Recording of Meetings  
 Any media entity is entitled to broadcast all or any part of a meeting required to be 

open. Any person may photograph, film, tape-record, or otherwise reproduce any 
part of the meeting required to be open. 

Closed Session 
The Historic Preservation Commission may go into closed session to discuss those 
items set forth in NCGS §143.318.11.(a) of the State of North Carolina General 
Statutes (hereinafter “Open Meetings Law”). An example includes to consult with 
an attorney employed or retained by the Town on legal matters. 
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The Commission may only hold a closed session upon a motion duly made and 
adopted at an open meeting. Every motion to close a meeting shall cite one or more 
of the permissible purposes listed in the Open Meetings Law. 

Emails 
The Commission shall not conduct business outside of regularly scheduled or 
properly called special meetings. Email correspondence outside of a public 
meeting (questions/comments/suggestions) should be directed to the Planning 
Director (or designee) only and should not include other Commission members. 
Staff will respond to the entire Commission or copy the Chair, if appropriate.  

To avoid any conflict with the open meetings law, individual members should not 
“reply all” to staff emails that include the entire Commission but should respond 
directly to staff.  

GENERAL CONDUCT 

Attendance 
Each member of the Historic Preservation Commission is responsible for faithfully 
attending all regular and special called meetings. Any regular member who expects 
to be absent at a meeting shall notify the staff liaison at least 24 hours prior to the 
meeting. Should a member fail to attend three (3) consecutive meetings of the 
Commission, and should there be no adequate excuse for such absences, the Chair, 
with the concurrence of a majority of the entire Commission, shall recommend to 
the Board of Commissioners that a vacancy be declared and that the vacated 
position be filled.  

Conduct 
When participating in a meeting or conducting Town business (whether in person, 
via email, or other communication method), members shall conduct themselves in 
an ethical and professional manner. Any member who engages in inflammatory, 
hostile or threatening language or behavior toward others, including but not 
limited to elected officials, staff or another Commission member, will be removed 
from the meeting by Chair, staff liaison, and/or Town Attorney.  Any member who 
engages in the aforementioned behavior is also subject to dismissal from the 
Commission.  

Conflict of Interest 
A member of the Commission of shall not participate in or vote on any quasi-
judicial matter in a manner that would violate affected persons' constitutional 
rights to an impartial decision maker. Impermissible violations of due process 
include, but are not limited to, a member having a fixed opinion prior to hearing 
the matter that is not susceptible to change, undisclosed ex-parte communications, 
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a close familial, business, or other associational relationship with an affected 
person, or a financial interest in the outcome of the matter. 

A "close familial relationship" means a spouse, parent, child, brother, sister, 
grandparent, or grandchild. The term includes the step, half, and in-law 
relationships. 

Dress Code 
Commission members are expected to be well groomed, cleaned, and dressed in 
business casual attire. Shorts and t-shirts are not permitted. If a Historic 
Preservation Commission member is dressed or groomed inappropriately for a 
meeting, they will be prevented from participating and counted as absent.  

Meeting Preparedness 
To successfully prepare for a meeting, the Historic Preservation Commission is 
provided agenda materials in advance. Historic Preservation Commission 
members are expected to review materials ahead of the meeting to provide the best 
possible service to the community. 
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