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[bookmark: _Hlk125017417][bookmark: _Hlk125017605]The Zoning Board of Appeals strives to engage in informed discussion of all matters before it. However, this has been made more difficult by a recent trend in which submissions are being made to the Zoning Board of Appeals mere hours before a matter is scheduled to be considered by the Zoning Board of Appeals.  This does not afford Zoning Board of Appeals members sufficient time to review those materials and consider any issues raised, which in turn has the potential to be prejudicial to the Zoning Board of Appeals, the petitioner/applicant, or the public.    
The Zoning Board of Appeals recognizes that mere lateness of a filing does not always result in prejudice (such as those materials intended to illustrate other information already provided), and that in some instances late submission of materials may be unavoidable,  Accordingly, in the interest of fairness to the Zoning Board of Appeals and the community, and in an effort to balance the efficient management of matters with need for knowledgeable consideration, the Zoning Board of Appeals hereby adopts the following submission policy:
1.	Submission Deadline
Submissions received by the Zoning Board of Appeals by close of business seven (7) days before a scheduled meeting (the “Submissions Deadline”) will be considered timely and distributed to the Zoning Board of Appeals members for their consideration (subject to any other restrictions of limitations on such materials).
2.	Untimely Illustrative Submissions
Submissions which are intended to be merely illustrative of other information provided prior to the Submission Deadline shall be submitted with a cover document so indicating.  If such submission is received after the Submission Deadline, so long as the Zoning Board of Appeals staff, in consultation with the Zoning Board of Appeals Chair, provides guidance to the Zoning Board of Appeals that such submission is merely illustrative, it shall be considered timely and distributed to the Zoning Board of Appeals members.
3.	Untimely Substantive Submissions (Applicant/Petitioner)
Submissions by an applicant/petitioner which contain substantive or material changes to a proposal which are filed after the Submission Deadline shall be considered untimely.  An untimely submission will be sent to the Zoning Board of Appeals Chair (or in the event the Chair is not participating in the next meeting or that particular matter to the person serving in their place), along with any explanation the applicant/petitioner may wish to provide as to the reason for the lateness of the submittal.  The Zoning Board of Appeals Chair (or person serving in their place) will then determine whether or not such submission should be submitted to the other Zoning Board of Appeals members for their consideration based on whether, in their best judgment, the lateness of the submission may be prejudicial to the full and informed discussion of the proposal, and so inform the Zoning Board of Appeals who will then inform the applicant/petitioner.  If it is decided not to distribute the late submission, the applicant/petitioner can then determine whether they wish to proceed without the information being considered or request a continuance.  The grant of a continuance is NOT automatic but is subject to a vote of the Zoning Board of Appeals.
In the event the Chair (or person serving in their place), elects to distribute the untimely submission to the Zoning Board of Appeals members, they still, in their sole discretion, may poll the other Zoning Board of Appeals members at the meeting as to whether any of them feel that they have had inadequate time to consider the information in the untimely submission. If there are any Zoning Board of Appeals members who so indicate, the matter as to whether to proceed or continue the matter may be put to a vote of the Zoning Board of Appeals.  
4.	Untimely Substantive Submissions (Public)
Submissions by members of the public which contain substantive information which they want considered either in support for, or in opposition to, a proposal which are filed after the Submission Deadline shall be considered untimely.    An untimely submission will be sent to the Zoning Board of Appeals Chair (or in the event the Chair is not participating in the next meeting or that particular matter to the person serving in their place), along with any explanation the resident may wish to provide as to the reason for the lateness of the submittal.    The untimely submission of materials will not prevent the resident from speaking on the matter at the Zoning Board of Appeals meeting but may result in limitations on time and scope of any statement.
5.	Inappropriate Submissions
Notwithstanding any of the foregoing, the Planning Department and the Zoning Board of Appeals may refuse to accept, distribute, or otherwise discuss any materials which are scandalous, defamatory, or otherwise inappropriate. 
