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Welcome to the Town of East Troy Planning Commission! 
 
There is a lot of information attached, please try not to feel overwhelmed and know that there is a team behind 
you that is happy to help you navigate being a new commissioner. If you are not familiar with open meetings, 
public records or parliamentary procedure, I would encourage you to review this information. A lot of the 
materials can be treated as resource information. As questions arise, you will have an easy reference guide to 
find some of the answers. Please know even seasoned commissioners have questions about nuances of certain 
requests and do reach out.  
  
How Does this Work? The Planning Commission Public Hearing is the first Wednesday of the month at 6:30pm 
and the Planning Commission Decision-Making meeting is the third Wednesday of the month at 6:30pm. 
However, it is not by ordinance that there must be a second meeting prior to a vote of approval or denial being 
taken. The Town Board receives the Planning Commission decision in the form of a resolution drafted by the 
Planning Commission Secretary, Jen and reviewed by the Town Attorney; The Town Board then makes the final 
advisory decision at the next Regular Town Board meeting (typically scheduled for the second Monday of the 
month at 6:30 pm). Walworth County Planning & Zoning then hears the request, after they receive the Town's 
advisory decision in the form of a resolution via email prior to their meeting. The County then communicate it’s 
decision back to us in a letter by email as well as USPS mail for our record. The Town of East Troy does not have 
their own Zoning Code, so the applicant must receive final approval from the County. 
 
Each Month: The agenda and packets are distributed to Commissioners two weeks prior to the meeting. If there 
are large items in the packet, we will ask that you stop in to pick up your physical packet. Packet items will be 
available via email, possibly shrunk to a smaller scale for blueprints or maps. We publicly post electronic packets 
on our website as well https://townofeasttroywi.gov/agendas-minutes/. If there is no request on the agenda, Planning 
Commission Secretary, Jen, will notify Commissioners via email or text (based on their preference) as soon as it 
has been confirmed.  
 

If you are an alternate, the Planning Commission Secretary, Jen, will contact you via text or email (depending on 
your preference) when you are needed. Please get back to her as soon as possible to be sure that we have a full 
panel of Commissioners whenever possible. Each Commissioner is asked to give as much notice as possible of 
their pending absence to give alternates the ability to prepare for the meeting they are being asked to attend. 
Annually, the meeting schedule is posted on the Planning Commission Page of the Town Website to allow 
Commissioners and Applicants the ability to plan ahead and have a clear expectation of the timeline. Applicants 
have until the Decision-Making Meeting date to turn in complete packet information as requested on the 
application to be on the next month’s Agenda. This gives Planning Commission Secretary, Jen, roughly two days 
to upload the packets and create the agenda for the month. Prior to the meeting, the Planning Commission 
Secretary, Jen, posts the agenda in the official posting sites, uploads the packet and agenda onto the website and 
mails out 300-foot letters to all within 300-feet of each of the parcels on the agenda, to be sure that all interested 
parties have been notified of the request. The 300-foot parameter is found within the Zoning Code. 
 
 

tetcourt@townofeasttroywi.gov  

https://townofeasttroywi.gov/agendas-minutes/
mailto:tetcourt@townofeasttroywi.gov
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In 2024, a Plan Commission Workshop was held and a handbook was provided to all that attended. I have 
attached a link to this handbook to help you on your journey to becoming comfortable in your role as a 
commissioner. https://storage.googleapis.com/juniper-media-library/269/2025/06/PLAN%20COMMISSION%20HANDBOOK%20searchable.pdf  Please 
review the handbook, but specifically chapter two of the Plan Commission Handbook holds specific information 
about Meeting  and Hearing Conduct. How well a community accepts a Planning Commission decision depends 
on much more than the decision itself. Public relations matter. The actions of planning commission members 
influence whether citizens feel they were listened to, respected and given fair consideration when the decision 
was made. Chapter two outlines a six-step plan to help focus on that community outreach and making sure that 
what is being communicated is being well received by our residents. 
 
As you may know the Planning Commission is the first impression of applicants to this process, our office prides 
it’s self on making each applicant feel heard and helping them to have all of the tools they need to present a 
complete and thorough application packet. This process is confusing to most applicants as they are basically 
applying for the Town and County in tandem, even though they must be heard by the Town first. This provides 
the applicant with the ability to know that their application is meeting both the Town and County minimum 
requirements. The Commissioners pride themselves on level headed collaboration among the Commission and 
making their decisions based on careful interpretation of the County Zoning Regulations (code). The Planning 
Commission is advisory to the Town Board and the Town Board is then advisory to the County Zoning 
Administration Team. (The exception to this rule is that the Town has more authority in zoning decisions and 
Amendments to the 2050 plan.) After each decision is reached whether to approve or deny the request of the 
applicant, it is then communicated to the next governing body through The Planning Commission secretary, Jen, 
by resolution. Each resolution is crafted to touch upon the criteria in which the decision was based upon. The 
application outlines the criteria which must be met for each type of request. As Commissioners it is important to 
state verbally for the record which of the criteria you are using to base your decision upon. If it is not stated the 
secretary cannot use it in the resolution. Below is a summary of that information: 
 
Zoning Checklist  

▪ Have you reviewed the Walworth County Zoning Application Form?  
▪ Is the proposed zoning change consistent with the 2050 Land Use Plan?  
▪ Is the proposed zoning change consistent with surrounding properties?  
▪ Does the proposed zoning change have any significant impact on public facilities or services? (i.e. 

highways, streets, water, sewage, drainage, schools, emergency services, etc.).  
▪ Have you spoken to Chuck Decker, Sanitary District 2, about sewer vs septic for your property? Will he 

submit a letter?  
 
Conditional Use Checklist  

▪ Have you reviewed the Walworth County Conditional Use Application Form?  
▪ Would the conditional use impact existing traffic patterns?  
▪ Will your proposal increase the percentage of impervious surface upon the property in which the 

conditional use is being proposed? If yes, please quantify the amount of impervious surface to be created 
and mitigation measures to be implemented to reduce erosion potential to the adjoining property.  

▪ Will your proposal have any significant impact on public facilities or services? (i.e. highways, streets, water, 
sewage, drainage, schools, emergency services, etc.).  

▪ Will your proposal create harmful or nuisance effects that include noise, dust, smoke, odor, or other  
factors?  

 
 

https://storage.googleapis.com/juniper-media-library/269/2025/06/PLAN%20COMMISSION%20HANDBOOK%20searchable.pdf
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Variance Checklist  
▪ Have you reviewed the Walworth County Variance Application Form?  
▪ Provide details for the 3-step test  

1) UNIQUE PROPERTY LIMITATIONS. Compliance with the terms of the Code of Ordinances is prevented by 
unique features of this property  

2) UNNECESSARY HARDSHIP. An unnecessary hardship is present because:  
3) NO HARM TO PUBLIC INTERESTS. A variance will not be contrary to the public interest.  

▪ Are you requesting any modifications to any setbacks (street, side, rear or shore yard)?  
▪ Will your proposal increase the percentage of impervious surface upon the property in which the 

conditional use is being proposed? If yes, please quantify the amount of impervious surface to be created 
and mitigation measures to be implemented to reduce erosion potential to the adjoining property.  

 
Certified Survey Map/Plat Review 

▪ Are the new lots conforming to the current zoning code for the parcel in: 
o Size (minimum lot size met) 
o Does the new layout create future issues with road access for any of the parcels? 
o Are there any clerical issues on the survey map that should be adjusted? 
o Does the new layout create an issue for road access to neighboring parcels? 

▪ Does this use of the property fit within the current zoning and 2050 plan? 
 
2050 Comprehensive Plan Amendment  
Often referred to as a “Smart Growth Plan Law” provides a framework for the development, adoption, and 
implementation of comprehensive plans in Wisconsin. The law includes a consistency requirement,  whereby 
zoning, subdivision and official mapping ordinances adopted and enforced by counties, cities, villages and towns 
must be consistent with the comprehensive plan adopted by the county or local unit of government. This 
consistency requirement took effect on January 1, 2010. The state planning law requires that a comprehensive 
plan include all of the following plan elements: 

1) Issues and opportunities 
2) Housing 
3) Transportation 
4) Utilities and community facilities 
5) Agricultural, natural and cultural resources  
6) Economic development 
7) Intergovernmental cooperation 
8) Land use 
9) Implementation 

Wisconsin Statutes pertaining to amending a comprehensive plan can be found at: 
https://docs.legis.wisconsin.gov/statutes/statutes/66/x/1001/4 
The County Zoning Team meets annually to review any Comprehensive map Amendments that may have been 
made over the last calendar year. When Amendments or what may be referred to as redesignations come to the 
Planning Commission, they can be heard as any other zoning request is heard before the commission, but the 
vote of the Planning Commission and Town Board will not be heard on the County Agenda until the Fall of that 
year when their annual review is conducted. This process is explained to the applicant by the Town and County 
at the time of application. In some cases, a redesignation may be required prior to the rezoning.  
 
 
 

https://docs.legis.wisconsin.gov/statutes/statutes/66/x/1001/4
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How Does the Commission Make a Decision? Hearings on Conditional Use Applications are considered to be 
quasi-judicial hearings and have specific parameters for how information is collected to be used for the decision 
making by Commissioners and Board Supervisors. It has been suggested by the Town Attorney, Jim Mills, that 
the Commission treat ALL requests, as a quasi-judicial hearing to prevent confusion. (Although by definition a 
rezone is not a quasi-judicial proceeding, it is recommended that the safeguards afforded quasi-judicial matters 
apply to Town rezone applicants as well). With that said, Commissioners should ask the applicant to provide any 
information that they need to proceed in their decision making, rather than doing their own research. While this may 
require a delay in the application approval, it is the required exchange of information. For example: If the 
applicant has some wetland on their property and they are requesting a rezone for an abutting portion of their 
land; if the commission does not have a certified wetland delineation on file, what do you do? A Commissioner 
can request a wetland delineation be done and vote to table the request until a date where it is completed. This 
is not saying that Commissioners cannot reference the Zoning Code or information in this training, however it is 
saying that any information specific to the request before you, must be provided in the packet and or provided 
by the applicant, or in public comment on the record to be considered in your decision making. Information 
obtained through public comment can be discussed with the applicant in the meeting (on the record) and then 
the applicant can be asked to verify the information or to disprove the information as it may arise. It is best 
practice to have the applicant provide the information being considered. The Wisconsin Town’s Association 
handbook also cautions officials in their language stating that officials have to base their decisions in quasi-judicial 
proceedings on the applicable legal standards and evidence in the record, beware of acting on mere personal or 
public opinion, and should avoid having discussions on quasi-judicial matters with parties and others outside of 
noticed public meetings and hearings. (i.e. “ex parte” contacts) These relatively formal decisions are based on 
the application of the law (the applicable statutes, ordinances, and rules). To specific fact situations where facts 
are determined on from the record (applications, packet materials, and testimony) in contrast to the more 
discretionary procedure applicable in legislative type matters (making policy) where a local government body 
member can have outside conversations and develop his or her position without regard to a formal record. We 
are only going to be using information that IS ON THE RECORD (in our packets, provided by the applicant or 
provided by a party if interest in an open meeting) as a part of our decision making. 
 
What Does it Mean to Abstain Myself from a Vote, and When Should I? The Wisconsin Town’s Association, 
Officer’s handbook offers guidance on this topic. Stated broadly, when a local government official, a member of 
the official’s family or an organization with whom the official or family member is associated is involved in a 
public matter, the official needs to take a step back and question whether there are problems concerning his or 
her involvement in the matter. They suggest asking yourselves the following questions when considering if there 
is a conflict: 

▪ How would I like to read about my actions on this matter in the newspaper? 
▪ Could I explain to my child why I decided to vote on this matter? 
▪ Does this seem fishy? 

The answer may be that involvement poses no problem. Sometimes there may be gray areas where the official 
needs to balance the benefits of involvement (e.g. representing the electors, using the official’s expertise) with the 
drawbacks (e.g. how would it look, the risk of violating the law). When officials are acting in a quasi-judicial 
capacity, compliance with the general statutory and local conflict laws is a minimum requirement. Officials need 
to be impartial or unbiased in quasi-judicial proceedings. They need to consider whether the nature of their 
relationship or dealings with the person could bias their judgement, or give the appearance of doing so. Similarly, 
in a recent case, the court ruled that a conditional use permit application had to be reheard because of the 
improper participation on the decision-making body of a member whose letter in support of the applicant was a 
part of the record. Keen v Dane County, 269 wis.2d 488(Ct. App. 2003). 
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When a local public official abstains from participating in a matter because of a conflict or bias it should be 
understood that it is not enough to merely refrain from voting. It is strongly recommended that the official remove 
himself or herself from the table where the rest of the board is sitting and join the audience or leave the room. 
Also, he or she may not take part in any board discussions or other information exchanges in his or her official 
capacity on the topic in question. The abstention should be noted in the minutes. 
 
Town of East Troy Municipal Code (Ordinances) can be found at: 
https://www.codepublishing.com/WI/EastTroy/ Titles 12-17 may be helpful to review for requests. There is a search bar on the 
top right to be able search out specific topics. The key on the left gives the subject of each chapter and each line 
acts as a link to take you to that chapter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Walworth County Zoning Code of Ordinances can be found at: 
https://library.municode.com/wi/walworth_county/codes/code_of_ordinances?nodeId=WACOCOOR_CH74ZO. It is a great resource to read 
through with each request. There are several paper resources in the secretary’s office as well to review at any 
time if you prefer physical copies. The search bar is a fantastic timesaver when searching out a specific topic. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.codepublishing.com/WI/EastTroy/
https://library.municode.com/wi/walworth_county/codes/code_of_ordinances?nodeId=WACOCOOR_CH74ZO
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Below is a table of the Zoning Districts in the Town of East Troy: 
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Here is a link to the 2050 Comprehensive Plan map: https://www.co.walworth.wi.us/DocumentCenter/View/1576/2050-Walworth-County-

Land-Use-Plan-Map-PDF  the key to the right of the document gives you the ability to zoom into the map and see the 
future use for this area. There is also a physical copy of this available in the secretary’s office. 
Southeastern Wisconsin Regional Planning Commission (SWRPC) https://www.sewrpc.org/Local-Planning/Comprehensive-Planning 

is an excellent resource for comparing other areas to our Comprehensive Plan to see if possibly changes we are 
making may be aligned with our neighboring counties.     
The 194-page comprehensive plan can be found at the following link:  
www.sewrpc.org/SEWRPCFiles/Publications/CAPR/capr-288-2nd-ed-comp-plan-walw-co.pdf  

 
 
Walworth County GIS mapping system is also a wonderful tool to get a better idea of not only the layout of the 
property making the request, but that of the neighboring properties to consider the impact or potential of public 
harm to the community. http://gisinfo.co.walworth.wi.us/oneview/ if you drill down using the menu on the right there is the 
ability to highlight the zoning classifications, contours, DNR wetlands and the 2050 Comprehensive land use as 
well. 

 
  
 
 
 

Here are a few other helpful links to help you become better acquainted with parliamentary procedure, Open 
Meeting Laws and recognizing and avoiding conflicts of interest.  
 
Understanding and complying with Open Meetings Law-League of Wisconsin Municipalities 
https://storage.googleapis.com/juniper-media-library/269/2025/06/OPEN MEETINGS LAW WMCA.pdf 
Parliamentary Procedure 
https://storage.googleapis.com/juniper-media-library/269/2025/06/PARLIAMENTARY PROCEDURE AND 
THE CONDUCT OF MUNI MEETINGS.pdf 
 
https://docs.legis.wisconsin.gov/statutes/townlaw/toc 
Wisconsin Department of Justice – Public Records and Open Meetings Laws 
https://www.wisdoj.gov/Open%20Government/OML_guide.pdf  

 

Recognizing and Avoiding Conflicts of Interest- League of Wisconsin Municipalities 
https://www.lwm-info.org/1046/Pecuniary-Interest-FAQ-1    

 
The Wisconsin Public Records and Open Meetings Handbook, 7th edition 2022-State Bar of Wisconsin- 
If you wish to order it, 800-728-7788 
 
 

https://www.co.walworth.wi.us/DocumentCenter/View/1576/2050-Walworth-County-Land-Use-Plan-Map-PDF
https://www.co.walworth.wi.us/DocumentCenter/View/1576/2050-Walworth-County-Land-Use-Plan-Map-PDF
https://www.sewrpc.org/Local-Planning/Comprehensive-Planning
http://www.sewrpc.org/SEWRPCFiles/Publications/CAPR/capr-288-2nd-ed-comp-plan-walw-co.pdf
http://gisinfo.co.walworth.wi.us/oneview/
https://storage.googleapis.com/juniper-media-library/269/2025/06/OPEN%20MEETINGS%20LAW%20WMCA.pdf
https://storage.googleapis.com/juniper-media-library/269/2025/06/PARLIAMENTARY%20PROCEDURE%20AND%20THE%20CONDUCT%20OF%20MUNI%20MEETINGS.pdf
https://storage.googleapis.com/juniper-media-library/269/2025/06/PARLIAMENTARY%20PROCEDURE%20AND%20THE%20CONDUCT%20OF%20MUNI%20MEETINGS.pdf
https://docs.legis.wisconsin.gov/statutes/townlaw/toc
https://www.wisdoj.gov/Open%20Government/OML_guide.pdf
https://www.lwm-info.org/1046/Pecuniary-Interest-FAQ-1
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