
 

CITY OF GLEN COVE 
Zoning Board of Appeals 

 
RULES OF PROCEDURE 
Effective Date:  February 15, 2000 

AMENDED on APRIL 21, 2016– EFFECTIVE: APRIL 21. 2016 

THE FOLLOWING STANDING RULES AND PROCEDURES HAVE BEEN ADOPTED BY THE 
GLEN COVE ZONING BOARD OF APPEALS AND SUPPLEMENT PROVISIONS OF THE CITY 
CODE. 
 
 
SECTION 1.                           APPLICATION FOR VARIANCE 

 
An application for an Area Variance or Use Variance shall be made by filing a completed 
Application for an Area Variance or Application for a  Use Variance with the Secretary 
(Clerk) of the Zoning Board of Appeals of the City of Glen Cove (hereinafter the “Zoning 
Board”) upon a form supplied by the Secretary. Said Application shall set forth a 
reasonably complete statement of the relief requested.  Each Application for a Variance 
shall comply with the provisions of Section 3 below. 
 
SECTION 2. 

 
APPLICATION APPEALING DETERMINATION OF BUILDING DEPARTMENT 
 
Whenever an applicant filing for a building permit, certificate of occupancy, or certificate 
of use is distressed by any written interpretation, decision, or order issued by the Director 
of the Building Department (DBD) concerning any section of the Zoning Chapter of the  
City Code or other similar land use regulations, the Applicant may appeal to the Zoning 
Board such interpretation as provided in section 280-28 of the City Code. Application for 
an Appeal shall be made by filing a completed Application with the Clerk of the Zoning 
Board upon a form supplied by the Clerk. 
 
Said Application shall contain a reasonably complete statement of the relief requested 
including a detailed legal statement explaining why the interpretation by the DBD is 
alleged to be wrong and any alternative interpretation the Applicant believes to be correct. 
The DBD may respond in writing to the appeal or may present arguments in support of the 
City’s interpretation in person before the Zoning Board. Nothing herein shall prevent an 
Applicant from filing, simultaneously, an application for a variance (s) in the alternative. 
Hypothetical questions of interpretation shall not be entertained by the Zoning Board. 
Each application for an Appeal shall comply with the provisions of Section 3 below. 

 
 
 
 
 
 



 
 
SECTION 3.   APPLICATION CONTENTS 

 
 
The following papers are required for a complete application and are to be submitted to the 
Secretary: 
 

a.  TEN (10) copies of the Application, at least one with original signatures; 
 
b.  TEN (10) copies of the rejection letter from the Building Department 
 
c.  ONE (1) original and NINE (9) copies of a survey the subject premises prepared or 

updated within one year of the date of the Application, drawn to a scale no smaller 
than 1”=30’, prepared by a licensed surveyor or licensed professional engineer with 
a seal attached thereto.  Said survey shall depict the existing principal structure and 
improvements to the premises, including accessory structures and shall accurately 
reflect the conditions of the subject premises on the date of the application.  Said 
survey shall show the dimensions of all such structures and improvements and all 
yard dimensions (front, side, and rear yard setbacks) of the subject premises. 
 

 
d.  TEN (10) copies of a Plot Plan drawn to scale, no smaller than 1”=30’, showing the 

following details as may be relevant to the Application:  lot lines, existing 
structures, proposed structures and improvements including driveways and curb 
cuts, interior building layout, terrain features, existing contour elevations and 
proposed elevations above final grade of buildings, drainage improvements and 
proposed off street parking. 
 

 
e. TEN (10)  radius map drawn to a scale no smaller than 1”=50’, showing size, use 

and location of all parcels, and zoning district  lines located within a radius of 300 
feet measure from all points of the subject property including a radius line indicating 
parcels within 100 feet. Said map shall have printed thereon, the name of the owner 
and the address and section, block and lot numbers of each parcel depicted on the 
map, as shown on the current City of Glen Cove tax rolls, the name of the Applicant 
and the date the radius map was prepared. 

 
f. Copies of surveys, plot plans, or radius map shall not be permitted except where 

expressly authorized in these regulations. 
 
The Applicant shall collate the aforementioned documents, maps, plans and surveys 
into 10 packages and submit them to the Secretary for distribution to staff and 
individual Board members. 
 

 



 
 
SECTION 4  NOTICE OF HEARING 
 

a. “Notice of Public Hearing” will be prepared by the city and sent to the Applicant. 
The Applicant mail copies of this Notice to each owner, occupant and contract 
vendee (if any) of all parcels of property located within a radius of 300 feet 
measured from all points of the subject property lines as said owners are listed on 
the current City of Glen Cove tax rolls. Notices to those owners, occupants and 
contract vendees (if any) of parcels of property that are within 100 feet from all 
points of the subject property lines shall be sent by Registered of Certified Mail, 
Return Receipt Requested. Said notice shall be postmarked not more than 20 days 
before or less than 10 days prior to the date set for the Public Hearing.  

 
 
b. An “Affidavit for Mailing” on the form provided by the Secretary and having 

attached thereto a true and complete copy of the “Notice of Public Hearing,” 
together with U.S. Postal “Certificate of Mailing” receipts for each Registered or 
Certified Letter mailed to the property owners, occupants and contract vendee (if 
any) must be filed with the Secretary not less than three (3) days prior to the date of 
scheduled Public Hearing. 
 
Applicants should note that this provision is required in order to determine that 
“Notices” have been timely and properly mailed in accordance with the provisions 
of law and to ensure that the Board has jurisdiction to entertain the application.  
Failure to deliver proof of service to the City as required herein may result in the 
application being stricken from the calendar.  Post Office green return receipt cards 
must be filed with the Secretary one (1) day prior to the date of the Public Hearing. 

 
c. The hearing date shall also be advertised by posting of a sign on the property that   

is the subject of an application stating time, date and place of the Public Hearing.. 
The sign shall be posted at least 10 days prior to the date of the hearing. The sign 
shall be positioned as close to the front yard boundary line as reasonably possible 
and shall be visible from adjacent rights-of-way (corner lot), a sign shall be posted 
facing each right of way. If the sign is destroyed or removed from the property, the 
owner of the subject property shall be responsible for replacing it. Ten days prior to 
the public hearing, the owner of the subject property shall execute and submit to the 
Department of Planning an affidavit of proof of the posting of the public notice 
sign(s). If the owner of the subject property fails to submit the affidavit, the public 
hearing will be postponed until after the affidavit has been supplied. 

 
 
 
 
 



 
 
SECTION 5 .  APPLICATION FOR REHEARING OR RE-ARGUMENT 
 

a. In the case of an application for a rehearing or re-argument, the application must be 
filed with the Clerk of the Zoning Board within forty-five (45) days following the 
filing of the Zoning Board’s decision. The application shall be in writing and shall 
set forth the reasons for such request. 

 
b.  In order to approve the application for rehearing or re-argument, (4) members of the 

Zoning Board must vote in favor of the application whereupon a date for rehearing 
or re-argument shall be assigned by the Clerk. The applicant shall provide notice of 
such rehearing or re-argument to the public as required by these Rules for an initial 
hearing. The Notice of the rehearing or re-argument shall be prepared by the City 
and provided to the applicant for mailing as required by these Rules. 

 
 
SECTION 6.   APPLICATION FOR ADJOURNMENT 
 

a. If the Applicant requests an adjournment or extension of time or if the Board 
continues its hearing until a later date, the applicant shall re-notify all parties and 
property owners originally notified.  However, use of ordinary US first class mail 
post marked no less than 10 days prior to the subsequent hearing date is acceptable 
provided that the Zoning Board receives from the applicant a competent affidavit of 
service no later than the day of such subsequent hearing. 

 
b. In the case of an application for an adjournment made by the applicant as a result of 

the applicant’s concern that insufficient members of the Zoning Board were present, 
the applicant shall be required to re-notify all parties and property owners and 
provide the Zoning Board with the proof of Notice as heretofore set forth under 
subsection a of this section. 

 
 
SECTION 7.   NOTICE TO APPLICANTS AND COUNSEL 

 
If the applicant intends to submit prior decisions to the Zoning Board as part of its 
application, all such material must be submitted at least one (1) week prior to the hearing  
and shall be accompanied by a copy of the survey or other identifying information for each 
parcel involved in the prior decision or case.  Failure to submit this material in the time 
prescribed will result in decision being reserved on your application until the Zoning 
Board has had an opportunity to review your submission. 

 
 
 
 



SECTION 8. WRITTEN DECISION OF BOARD 

Every vote of the Zoning Board granting or denying any application shall result in the 
rendering of a written decision containing findings of fact and conclusions of law which 
shall be signed by the Chairman of the Zoning Board and filed with the Secretary within 
62 days of such vote. 

SECTION 9.  RESERVED DECISIONS 

The Zoning Board, upon a simple majority vote of members present at the public hearing, 
may in its discretion, reserve decision on any application or matter before it and may 
reconvene at any regularly scheduled meeting to deliberate and decide such application or 
matter without notice to the applicant or any interested party. 

That the Zoning Board reserves the right to reserve decision on any matter on which it 
feels it requires more time to deliberate or to investigate submitted materials or facts 
presented at the hearing of any matter. 

SECTION 10.  INCOMPLETE PETITIONS AND OTHER DOCUMENTS 

In order for a Petition to be placed on the calendar the Clerk of the Board shall first 
determine that all documents are complete and have been presented with sufficient copies.  
Petitions and other required documents which are insufficient in the opinion of the Clerk 
shall not be placed on the calendar or if already listed on the calendar shall be stricken by 
the Chairman for insufficiency. 

These “Rules of Procedure” for the Glen Cove Zoning Board, as amended, were adopted 
by Resolution of the Zoning Board, after public notice, a quorum being present and voting 
“Yes” as follows: 

Date of Adoption of amended rules:  April 21, 2016 


