
  

 
BOARD OF SELECTMEN 

Meeting Minutes  
December 15, 2014 

Approved: January 5, 2015 
 

PRESENT:   Vincent Amoroso, Chair; Robert Stemple, Clerk; Susan Bak, Member; Les Fox, Member; and Jim 
Gorman, Member 

 
ALSO PRESENT:    Selina Shaw, Town Administrator 
 
 
EXECUTIVE SESSION  
• At 6:00 PM Chair Amoroso moved to convene in executive session in the Town Administrator’s office to discuss strategy with 

respect to collective bargaining (all CBU’s) and to reconvene in open session at 7:00 PM in the Grange Meeting Room to 
continue the regular business on the agenda. Seconded by Member Fox. Approved 4-0 by a roll call vote: Fox, aye; Gorman, 
aye; Amoroso, aye; and Bak, aye [Member Stemple attended but had not arrived at the time of this vote]. The Chair noted 
that open meeting may have a detrimental effect on the bargaining position of the Board.  
 

Chair Amoroso re-convened the meeting at 7:05 P.M. in the Grange Meeting Room of the Town Hall.   
 
ALSO PRESENT:   Cheryl Mahoney, Department Assistant 
 
The documents discussed herein have been included with the file copy of the agenda packet for the above referenced date and are 
hereby incorporated by reference. 
 
ANNOUNCEMENTS 
• Chair Amoroso read the announcements. 

 
The Selectmen took Agenda Items 5 (a-d); 6 and 8a, out of order.  
MINUTES  
• Member Gorman moved to accept the minutes for the regular session of November 24, 2014, and December 8, 2014 as revised. 

Seconded by Member Fox.  Approved 5-0.  
 

• Member Gorman moved to accept the minutes for the executive session of November 24, 2014, as written and those of 
December 8, 2014, as revised. Seconded by Member Fox.  Approved 5-0.  
 

SELECTMEN REPORTS 
• Member Gorman reported that he met with Chief White. Chief White is looking at articles for a new fire truck and is 

considering one for staffing. Chief has prepared budgets with 4 firefighters and 5 firefighters.    
 
• He reported that he has also had budget/article discussions with DPW Dir. Garmon. Their workload has increased in recent 

years and some things are not getting done. Dir. Garmon is considering an article for an additional worker to address this along 
with articles for a new pick-up truck and road paving.  Also DPW recently learned that we may be eligible for tax rebates on our 
vehicle fuel. The warranties for several of our vehicles require use of road diesel only.  We have been paying tax on this fuel, 
even though we are tax-exempt. Vicki is working on this.   

 
• Chair Amoroso reported that Arnie Espstein of Stow’s Solar Challenge did a presentation for the Energy Committee last week. 

Epstein provided some valuable insight into their very successful program and how they presented it to the public. The EnCom 
is hoping to get Boxborough’s Solar Initiative effort re-started in mid-2015.  
 

• Member Stemple reported on last week’s BLF meeting.  Minuteman Rep. Mahoney provided a detailed report on various 
matters however it seems items are still in the air and need further definition.  FinCom reported that Ted Kail will be taking on 
the Capital Plan going forward. The various department heads and FinCom are working with Accountant Barrett on budgets. As 



noted in tonight’s announcements, the Sargent Library was recognized as a 2014 Star Library by Library Journal magazine.  The 
next BLF is scheduled for January 21st. 

 
• Member Fox reported that the Master Plan Update Comm. met last week to review the materials & data received at kick off 

presentation and will be presenting an overview tonight.  They developed a Vision Statement and are looking for the Planning 
Board and the Selectmen to endorse this statement. 

 
He also reported that he attended Acton’s Community Needs Steering Comm. meeting. The participants were pleased with our 
recent Comm. Services Coord. hire. A-B United Way has received a grant and hired a consultant to study/identify service needs 
in our two communities. They anticipate issuing a report and recommendations in March 2015. 
 
Member Fox also reported that the Housing Board met and reviewed the housing production plan with the consultant. They will 
be submitting the proposed plan to the DHCD for approval. 

 
He reported that he and FinCom’s Dilip Subramanyam met with Chief Ryder to discuss budgets and proposed changes to the 
Police Department’s management/succession plan. The Chief’s ultimate goal is to fill all shifts.   

 
Member Fox also reported that he, along with TA Shaw and Planner Duchesneau, had  met with Senator Eldridge, 
Representative Benson and four representatives from MassDOT to discuss the status of the  pending MassDOT and proposed 
Town projects/improvements in the Guggins Brook section of Mass. Ave./Rte.111.  He believes the Town succeeded in 
communicating our commitment and desire to proceed with improvements along this stretch – specifically the culvert repairs 
and the installation of a walkway.  Though there is still frustration he left hopeful that we can work together.   

 
• Member Bak reported that she met with TA Shaw to discuss budgets.  
 
NEW BUSINESS 
• Member Gorman moved to forward to the Finance Committee for approval the request to transfer $4,900 from the Reserve Fund 

to Account No. 001-691-5241-0000, Historical Commission Building/Grounds Maintenance for the acquisition and installation 
of a new gas fired furnace at the Historical Museum, 575 Middle Road. Seconded by Member Fox.  Approved 5-0. 
 

APPOINTMENTS 
• Adam Duchesneau, Town Planner; Members of the Planning Board & members of the Master Plan Update Comm. (MPUC) and 

MAPC consultant, Manisha Bewtra, were present to report on the Master Plan Public Kick-off & Visioning Forum and to 
discuss the Master Plan Vision Statement. This kick-off meeting was extremely well attended; between 90-100 residents came. 
The MAPC has compiled the input provided at the Forum and other any communications received by Planner Duchesneau. Ms. 
Bewtra spoke to a prepared presentation. The “raw” data is available on the MPUC’s webpage and they will also be posting 
tonight’s presentation. The findings were discussed. The consensus seems to be to preserve the Town’s character but be open to 
careful “balanced” development.  It is not surprising that many feel this way; what was interesting is that there was little, if any, 
concern about whether the tax rate was burdensome.  Upon review and much discussion the MPUC has developed the Vision 
statement presented tonight.  There was discussion as to the MPUC’s process in developing this statement. The Planning Board 
has endorsed it and the MPUC is now seeking the Selectmen’s endorsement.  There was discussion as to the statement’s intent; 
the wording used and the brevity of the statement. Member Fox moved to support the Master Plan Vision Statement as 
presented by the Master Plan Update Committee and further to recommend its adoption by the Planning Board. Seconded by 
Member Stemple.  Approved 5-0. 

  
• No one asked to speak under the Citizens concerns.  

 
 

OLD BUSINESS 
• Member Bak opened the discussion on the proposed revisions/updates to the Board of Selectmen Rules, Regulations, Policies 

and Procedures. She reviewed the background and purpose of these updates. She believes the current version captures the input 
that the Selectmen provided as to the previous draft.  Additional comments and suggested revisions were provided, including 
adding clarifying language and the shifting of sections.  It was determined that these additional revisions need to be incorporated 
in the document before the Selectmen can approve a final version, so this  will be on the Selectmen’s January 5th Agenda.  

   
• Member Bak reviewed the proposed Department Head Review process options and Town Counsel recommendations.  There 

was discussion as to the obstacles presented by OML; privacy concerns in communications with personnel and which option 
would be the most workable.  It was determined that this discussion would be revisited on January 5th.  
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• The Board took up the appointment of the remaining members to the Community Preservation Committee (CPC). Pursuant to 
the Bylaw to Establish Community Preservation Committee, Chair Amoroso moved to appoint members to the Community 
Preservation Committee for terms starting effective immediately and ending as noted: Mitzi Weil, Recreation Commission (June 
30, 2016) and Ron Vogel, Housing Board (June 30, 2017) Seconded by Member Fox.  Approved 5-0. 

  
• Town Administrator Shaw spoke to her recommendations as to procurement delegations provided in her memorandum.  

Investigating having Department Heads receive procurement training was part of the Selectmen’s Goals discussions.  TA Shaw 
outlined the extensive procurement activities she has been working on over the past year; the complexities of the State’s 
procurement laws; trainings offered by the Inspector General’s Office (IGO) and the personnel she recommends should 
participate in which IGO’s procurement certification trainings and the projected cost for these trainings.  The consensus of the 
Board was to support the recommendations outlined in TA Shaw’s memorandum.   

 
• The Selectmen reviewed the status of their FY 2015 Goals. One of their goals was to conduct quarterly status reviews. A 

significant number of their goals are underway and making good progress or have already been completed. TA Shaw also 
advised that Town Counsel is going to hold a seminar in January on CPA processes and procedures. This should help the CPC 
in getting organized and started with the process so they will be able to identify CPA fund opportunities before the warrant 
closes in February.  

 
NEW BUSINESS (Continued) 
• The Selectmen took up the annual renewal of various business licenses:  
o Member Stemple moved to approve the liquor license renewal applications for Hotel Boxborough Lessee, LLC, d.b.a. 

Holiday Inn Boxborough Woods; Robert Hirsch, d.b.a. The Grapevine; and J & M Houghton, Inc., d.b.a. Boxborough 
Liquors for the year ending December 31, 2015. Seconded by Member Fox.  Approved 5-0. 

o Member Stemple moved to approve the Common Victualler license renewal applications for Hotel Boxborough Lessee, LLC; 
Harvard Sportsmen’s Club, Inc; BumbleBee Snack Shack, Inc.; Nashoba Valley Nursery, Inc., d.b.a. Hayward Farms Ice 
Cream Parlor and Oscar’s Burritos Mexican Grill, Inc.  as well as license applications for Live Entertainment, Sunday 
Entertainment, Innholder & Automatic Amusement Devices also for the Holiday Inn for the year ending December 31, 2015. 
Seconded by Member Fox.  Approved 5-0. 

o Member Stemple moved to approve the renewal applications for the Class II Used Vehicle Dealers’ Licenses for WIN Group, 
Inc., d.b.a. DRW Motorsports; Alpha Trading Services, Inc., d.b.a. AlphaCars; CBK Automotive Repair, Inc. and Asset 
Group of New England, LLC for the year ending January 1, 2016. Seconded by Member Fox.  Approved 5-0.  

o Member Stemple moved to approve the renewal application for the Class I New Vehicle Dealer’s License for Alpha Trading 
Services, Inc., d.b.a. URAL of New England for the year ending January 1, 2016. Seconded by Member Fox.  Approved 5-0. 

 
CONCERNS OF THE BOARD 
• There was discussion on a recent letter to editor in the Beacon regarding the War Memorial proposal. This is the same statement 

that was previously emailed to the Selectmen. It was suggested that the Selectmen should have a discussion on this.  
 
• There was discussion on a communication from the Town Accountant on FY 16 budgets and creating separate budget sheets for 

proposed staffing changes. It should be clarified as to whether a staffing change should be within budgets or merit a warrant 
article.   

 
ADJOURN 
• The meeting was adjourned at 9:04 PM. 
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SELECTMEN’S ANNOUNCEMENTS 

DECEMBER 15, 2014 

 

The necessary contact information is available on the Town’s website.  

 

 A reminder to our viewing audience - Selectmen Agenda packets are available from links on the Town’s 

website, from the meeting calendar or from the Selectmen’s webpage.  

 

 We are pleased to announce that Boxborough’s Sargent Memorial Library has been recognized by 

Library Journal Magazine as one of America’s Star Libraries for 2014. These libraries were 

acknowledged for the difference they make in the lives of their users and their communities.  

Congratulations to the Library Trustees, Library Director Maureen Strapko and the Library staff and 

volunteers for making this possible.  A link to this article is available on the Town’s website under News 

& Announcements. 

 

As the Holiday Season quickly approaches...... 

 

 Christmas Eve falls on a Wednesday this year, so the Transfer Station will be closing early that day, at 2:00 

PM, so that employees can enjoy the holiday. On New Year’s Eve, the following Wednesday, the Transfer 

Station will remain open as usual from 11:00 AM to 7:00 PM. They will be open as usual on the respective 

Saturdays.  

 

 There is a TOYS FOR TOTS drop off box at the Fire Station.  If anyone wishes to donate a toy to help 

underprivileged children they may drop it off at the Fire Station located across from the Blanchard School, at 

502 Mass. Ave. They are looking for new, non-violent, unwrapped toys for boys and girls of all ages.  

Residents are asked to have their donations in by this Friday, December 19th. 

 

 Residents are advised that the winter parking ban will remain in effect until April 1st. On street parking is 

not allowed between the hours of 1:00 AM and 6:00 AM and at all hours whenever inclement weather is 

forecast. Also no overnight or weekend parking is allowed at any of the Town owned facilities, without 

permission. Unattended vehicles can obstruct the snow removal operations and may be subject to towing. 

Please go to the Town’s website or call DPW at 978-264-1790 for more information.  
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 Nashoba Associated Boards of Health, in conjunction with the Boxborough Board of Health, announces that a 

Well Adult Clinic will be held free of charge for the general public on Wednesday, January 14th from 11 am 

to 12 noon at the Community Center. Drop in for Blood Sugar, Blood Pressure, Pulse Screening and Diet 

Teaching.  No appointment necessary.  For further information, please contact Nashoba Associated Boards of 

Health at 978-772-3335 or 800-427-9762 ext. 333. 

 

 As part of the Town’s expanded ability to provide information on our new website information and links to 

Transportation options available for those living or working in Boxborough has been posted on the 

Homepage under News & Announcements and also under Resources. 

 

 The 2014 Deer Hunting Season is underway. Primitive Weapon or Muzzle Season runs through 

December 31st.  Please be aware that in Boxborough, hunting is only allowed on private land with permission 

of the owner and not allowed on any town-owned property. For everyone’s safety and enjoyment please 

remember to exercise some trail safety commonsense during Hunting Season.  A list of suggested Trail Safety 

Rules and other resources may be found in Links to “Helpful Information” on the Conservation 

Commission’s webpage.   

 

 The Town has hired of Lauren Abraham, our new part-time Community Services Coordinator. Lauren will 

serve as a resource to assist Boxborough families and residents in connecting with financial, health, and 

emotional support services and helping them to navigate the sometimes complicated application process. She 

brings a wealth of knowledge and experience to this position as a public health social worker with a 

background in home health care, elder care, and mental health.  She is available by phone at 978-264-1730, 

email: labraham@boxborough-ma.gov and for face-to-face appointments. Her office hours at Town Hall are:  

Tuesday 9am-1pm; Thursday 11am-3pm.  

 

 As most of you are aware, The Boxborough Energy Committee is working on a presentation - the 

Boxborough Solar Initiative, a program designed to lower the costs of installing small-scale solar PV panels in 

our community.  However, the schedule for launching the Solar Initiative has been pushed back to mid-

2015. More Information is available on the Town’s website under News.  

 

 Please be sure that you have an FY 2015 sticker, so that you will be able to access the Transfer Station.  

Please refer to the Transfer Station webpage or call the DPW for more information.  
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 Residents also need to purchase a voucher for the disposal of bulk items at the Transfer Station. Fees range 

from $5.00 to $50.00 depending on the item. Vouchers can be purchased only at the Town Hall.  Checks or 

exact amount in cash, please. You might consider donating your items to the local not-for-profit organization, 

Household Goods Recycling of Massachusetts (HGRM) www.hgrm.org. They are happy to accept clean, 

functional items in good working condition. Please refer to the Transfer Station webpage or call the DPW for 

more information.  

 

 Town Departments welcome your questions and feedback on services.  Please contact them through the 

email hyperlink appearing on each department’s web page, give them a call, or stop in to chat.  If you are 

unable to stop in during normal office hours, don’t hesitate to call and make an appointment for a mutually 

convenient time outside of normal hours. 

 

 The Board of Selectmen continues to look for volunteers willing to serve on the various Town boards and 

committees, many of which have openings: ZBA (1 alternate member), Housing Board (1), Design Review 

Board (1 at-large member), Public Celebrations & Ceremonies Committee (3), Recreation Commission (2), 

the Steele Farm Advisory Committee (2), and the Conservation Commission has one vacancy for an 

unexpired term which runs until June 30, 2015.  Please consider participating on a town board.  You will find 

it to be a worthwhile and rewarding experience. No matter what your knowledge or interest is, we can use 

your help in making Town government work.  
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 The Selectmen want to hear from you and invite residents to contact them regarding issues of concern.  

The Board can be contacted via e-mail from the link on the Selectmen’s webpage. 

 Contact information is available on the town’s website:  http://www.boxborough-ma.gov  or you may call 

Town Hall at 978-264-1700 if you have any questions. 

 

 The Selectmen can be contacted directly at: selectmen@boxborough-ma.gov. 

 

 If you wish to find out more about volunteer opportunities on Town boards or committees contact Town 

Administrator Selina Shaw at: sshaw@boxborough-ma.gov 

 

 Board of Selectmen meetings are broadcast on both Comcast’s Channel 9 and Verizon's Channel 39.  

Residents can also tune-in and view the public meetings playback schedule, to find out when a particular 

meeting is scheduled for broadcast.  

 

 For more information on Paving repairs, FY 15 Transfer Station Applications, and Bulk Item Disposal 

Vouchers please go to the DPW’s or Transfer Station’s webpage or contact the DPW at 978-264-1790. 

 

 

 Please contact John Fallon, of the Boxborough Historical Society, at 978-264-0069 if you have questions 

about the Boxborough Museum, wish to know more about upcoming events or to arrange a private tour of the 

Boxborough’s Historic Town Center 
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Photo by James K. Lindley

Check out what participants at 
the November 19,2014 
Boxborough Master Plan 
Kickoff Forum had to say about
the future of their town.

Were you there?

Photo by James K.Lindley



75 people 
place a dot on 
this map near 

their home



29 out of 64
respondents
work in town



Steele Farm, 
Flerra Meadows, 

and Sargent 
Memorial 

Library were the 
top 3 responses.

What year did you move here?

8 moved 
here 

between 
1953-1979

9 moved 
here in the 

1980s

14 moved 
here in the 

1990s

16 moved 
here 

between 
2000-2009

8 moved 
here 

between 
2012-2014

Good
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Train:6 Car:45 Walking:33 Bicycle:11

13 respondents identified the 
desire for a shuttle to the train.





“I would like to see reasonably sized houses affordable to 
young families.Single or duplex.”Also: “No more commercial 
buildings until we’ve proven we need them.If we have empty 
storefronts,we shouldn’t be building more.It’s sad to drive 
through town and see the“for rent”and“for lease”signs.”

– Nancy C.Brown,51 year Boxborough resident and retired nurse who moved here because it 
was affordable and has lived in the same house ever since!

Vanessa Brown has been a Boxborough resident for a
little over 4 years..She and her family were attracted by 
the phenomenal school system ,and the area itself –
places to run around! She likes getting involved and is a 
new Girl Scouts troupe leader.She hopes for more 
amenities in Boxborough and feels that the town relies
too much on neighboring towns.



“I hope we can continue
to have a balanced 
community,remain vital, 
and provide homes for a
wide variety of people.”

- Al Murphy,Attorney and 
Boxborough Housing Board Chair;
Boxborough resident since 1984Photo by James K. Lindley

Stefano Caprara
moved here about a
year ago.His in-laws
live nearby.The
sense of community
in Boxborough has 
been a nice
surprise.He values 
preservation but 
also believes the
town should keep an
eye on development 
opportunities for its
long-term health as 
a community.



What we heard:
The Boxborough community…

• Cherishes its ecological, agricultural, historic, and
scenic resources.

• Desires preservation of its meadows, agricultural
lands, and other open spaces that contribute to the
community’s rural character.

• Endeavors to provide a balanced mix of housing,
businesses, and services that will enhance the local 
quality of life and provide an affordable cost of 
living for current and prospective residents at all 
income levels.

What we heard:
The Boxborough community…

• Wants new development and redevelopment of 
existing structures to be physically designed to blend
with the town’s small town landscape.

• Desires to focus economic development in existing 
commercial areas and ensure adequate water and
sewer infrastructure to support existing and new
development in these areas.

• Wants to leverage its existing agricultural assets for
economic development.



What we heard:
The Boxborough community…

• Sees itself as part of a regional economy with 
goods, services, employment, and gathering places
nearby – sometimes in town, and sometimes in 
neighboring towns.

• Is conscientious of its energy consumption and seeks
to constantly reduce its carbon footprint through
improvements in energy efficiency, high standards for 
building practices, and reductions in its communitywide 
energy usage.

What we heard:
The Boxborough community…

• Prizes its regional school system and high quality
municipal services.

• Is knit together with a strong local identity, which is 
strengthened by events and places that enhance
community pride.



The BoxboroughVision
(per the December 9,2014 MPUC meeting)

A Rural,Engaged Community for All

Boxborough shall maintain its traditional values of rural 
open space, a first-rate educational system, agricultural 
and conservation lands, and historical roots, while fostering
a balanced economic environment and enhancing a close-
knit sense of community for all generations.



















Town of Boxborough 
Board of Selectmen 

Rules, Regulations, Policies & Procedures 
Draft Revisions 2014 

 
I. Authority and Structure of the Board of Selectmen 
 
The Board of Selectmen is an Elected Board and derives its authority and responsibilities from the 
statutes of the Commonwealth of Massachusetts, and the By-laws of the Town of Boxborough. The 
Board may promulgate rules, regulations and procedures as necessary in order to carry out its duties.   

 
A. Election and Qualification 

The Board shall consist of five duly elected members who shall serve staggered three year 
terms.  Before assuming official duties, each newly elected member shall be sworn to 
faithful performance of official responsibilities by the Town Clerk.   
 

B. Vacancies on the Board 
The term vacancy includes failure to elect.  If a vacancy or vacancies occur the remaining 
members or member may call for a special election pursuant to MGL Chapter 41, sec.10. 
 

C. Organization of the Board 
The Chair and the Clerk of the Board of Selectmen shall be elected annually at the first 
regular meeting of the Board after the adjournment of the Annual Town Meeting.  The 
Board by vote may at any time remove the Chair. 
 
A majority vote shall constitute an election.  Nominations require no second.  The Clerk of 
the Selectmen shall preside as Chair pro tem until the Chair is elected.   
 
If a vacancy occurs in the Office of Chair, the Board shall elect a successor. 
 
The Clerk of the Board shall also be elected annually at the first regular meeting.  The Clerk 
shall serve as Chair in the absence of the Chair.  In the absence of the Town Administrator, 
the Clerk takes the minutes for Executive Sessions.   
 

D. Responsibilities of the Chair 
The Chair of the Board shall: 

1. Preside at all meetings of the Board 
2. Sign official documents that require the signature of the Chief Elected Official. 
3. Coordinate with the Town Administrator in preparing the agenda. 
4. Arrange orientation for new members. 
5. Represent the Board at meetings, conferences and other gatherings. 
6. Act as spokesperson for the Board with the press.   
7. Serve as spokesperson of the Board at Town Meetings and present the Board’s 

position unless otherwise determined by the Board or delegated by the Chair. 
8. When so delegated, shall sSpeak to Town Counsel on legal matters or in the 

alternative, delegate this responsibility to the Town Administrator. 
II. The position of Chair generally rotates among the five members of the Board on an annual basis 

with the Clerk of the Board first in line to assume the position of Chair next year.   
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III.II. Internal Operations with Town Administrator and Department Heads 
The Board is responsible for setting overall goals, strategies and priorities.  The day-to day 
administration of departmental operations rests with the Town Administrator and/or the appropriate 
Department Heads. 
 

A. Day-to Day Operations 
Board Members should not become involved in the day-to-day operations of the various 
departments.  If a major problem ensues occurs, the TA or Department Head should deal 
directly with their Board liaison.  The liaison will then inform the Board of the situation and how 
it was resolved or will seek the advice or opinion of the Board.    
 

B. Town Administrator as Liaison  Chief Administrative Officer for the Town to the Board 
The Town Administrator shall be the Board’s Liaison  Chief Administrative Officer for the Town 
and will accurately report any critical information to all five Board Members as soon as practical.   

 
C. Requests for information, documents, records or reports 

To ensure that workloads are properly prioritized and managed, any request for information, 
documents, records or reports must be made through the Town Administrator or appropriate 
Department Head.  The Town Administrator or Department Head should be copied on all 
requests.   

 
 

D. Navigating complaints from residents 
The Town Administrator and/or Department Head will deal with any complaint or concern 
raised by a resident having to do with Town Hall or their respective department.    

 
E. Communication with staff 

The Board will treat all staff as professionals with clear and honest communication that respects 
the abilities, experience and dignity of each individual.  The Board will not publicly criticize an 
individual employee.  Concerns about staff performance shall  be communicated to the Town 
Administrator or appropriate Department Head in a private conversation.   
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IV.III. Internal Operation-Members Interaction 
 
The Board functions as a body in all decisions and matters as required by law or determined by vote of 
the Board in formal session. 
 

 
A. Promote transparency in town government.   Provide information about town government, 

including related documents (minutes, by-laws, contracts) on the Town’s website. 
 

A.B. Actions at official legal meetings are binding.  An individual Board member cannot bind the 
Board outside of such meetings.  Board members shall abide by and carry out all board 
decisions once they are made.   

 
 

B.C. Annually, the Board shall create a liaison list where Board members are assigned to specific 
Departments, Town appointed Committees, Boards or Commissions.  The liaison is 
responsible for providing the full Board with substantive information about initiatives, 
activities, problems, upcoming events, budgets and warrant articles.   A Board liaison cannot 
commit the Board to a position or decision until after a full and fair opportunity to weigh the 
merits of an issue during a Board meeting.    

 
C.D. Annually, the Board shall schedule a meeting to discuss, formulate and develop strategic 

goals and priorities for the year.   Goals and priorities will be reviewed and updated 
quarterly.   Liaisons should meet with department heads on a monthly basis.   

 
E. Board Members will keep each other informed of all issues they are pursuing which are, or 

may be, of concern to the Board.  Fact finding initiatives by Board Members must first be 
approved by a majority vote of the Board.   

 
F. Formalize a personnel and capital resource planning activity in order to effectively prioritize 

potential personnel additions, infrastructure requirements, capital equipment purchases 
and other large discretionary acquisitions such as land purchase in an environment of 
limited and possibly shrinking resources.  This will require department heads, boards and 
commissions to carefully forecast personnel, infrastructure, capital and real property needs 
and priorities.  These individual forecasts will be integrated and prioritized from a town-
wide perspective in order to constitute comprehensive five year and ten year plans that will 
form the basis for effective town meeting actions.   

 
G. Participate in regional and statewide municipal organizations working toward improvements 

in local revenue distributions, effective development policies and regional management of 
emergency services, affordable housing policies and other resource management issues.   
Review potential for consolidation of services within the town. 
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H. Board Members shall not surprise each other by last minute agenda items about which 
others have no warning or knowledge except in matters of emergency or those of a strictly 
routine nature which need no prior research, or which are of a strictly routine nature which 
need action before the next regularly scheduled meeting. 

 
I. When the Town Administrator is asked by individual members for information on matters of 

concern to the whole Board, he/she will report back to the whole Board and not only the 
individual member.  Any materials or information provided to a Selectman from a staff 
member will be made available to all Selectmen.   

 
 

J. Board members shall maintain a professional demeanor when dealing with each other and 
the public.  They shall refrain from abusive conduct, personal charge or verbal attacks upon 
the character or motives of other members of their board, or other boards, commissions, 
committees, staff or the public and shall be courteous to their colleagues and to the public.   

 
K. Members shall not act arbitrarily to the detriment of any person, group or body and shall 

have due regard for the rights, duties and proper interests of all others.  When making 
decisions members shall act lawfully and exercise their discretionary powers impartially, 
taking into account only relevant matters.   
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IV. Internal Operations – Interaction with the public 

All citizens will be accorded respect, courtesy, and fair due process by Town employees and 
members of all Boards, Committees and Commissions dealing with the public. 
 

V. Meeting Procedures 
 

A. General Procedures 
Meetings are to be conducted in accordance with generally accepted rules of parliamentary 
procedure. It is the accepted practice that application of such procedure be on a relatively 
informal basis, due to the size of the group and desire for flexibility in the expression of opinion. 
 
A quorum shall consist of three members of the Board.  As a practical courtesy, actions on 
critical or controversial matters, the adoption of policy, appointments, etc. shall be taken when 
practical only when the full Board is in attendance. 
 
Actions and decisions shall be by motion, seconded, opened for discussion and then voted.  Split 
votes will be identified by name.  
 
 

B. Regular Meetings  
The Board meets as scheduled on Monday Nights at 7:00 p.m. unless otherwise scheduled.  
Meetings may be canceled or postponed at the discretion of the Board.  The meeting is called to 
order at the time posted when a quorum is present.  The Meeting is conducted by the Chair or 
the Clerk in the absence of the Chair.   The department assistant who supports the Town 
Administrator,  is responsible for taking the minutes.  The Selectmen Clerk or Town 
Administrator shall accurately record the votes taken at Executive Sessions.  Except as voted by 
the Board, Executive Sessions may not be taped by any party. 
  
 

C. Agenda Packet 
Pursuant to Open Meeting Law, the agenda will be prepared by the Town Administrator for 
timely posting forty-eight hours, excluding Saturdays, Sundays or holidays, in advance of a 
scheduled meeting.   In most instances, this will be the Thursday preceding a scheduled Monday 
meeting.  TheAn agenda packet will be prepared provided by the Town Administrator on the 
Friday preceding a scheduled meeting.  Board Members will communicate with the Town 
Administrator before 4:00 p.m. on the Wednesday prior to a scheduled meeting regarding 
agenda items that they wish to be included in the packet.  In an effort to keep the Board 
informed regarding its upcoming meeting, the Town Administrator shall, except for a compelling 
reason or in cases of emergency, not add materials to the packet, or schedule additional 
appointments after noon on the Thursday before the meeting.  All meeting appointment times 
shall be coordinated through the Town Administrator. 
 

D. Joint Meetings 
The Board may hold joint meetings with other Town Committees, Commissions, and Boards as 
deemed necessary.  Each  All quorums of any Board, Committee or Commission must be posted 
their meeting  according to the Open Meeting Law at least 48 hours in advance of the meeting, 
not including Saturdays, Sundays or holidays.    

5 
 



 
E. Attendance at Meetings 

The Town Administrator and Members of the Board are expected to be in attendance at all 
regular meetings.  The Town Administrator shall attend in order to ensure accurate record 
keeping, for purposes of updating Board Members and to coordinate and carry-out the actions 
of the Board.  He/she shall recommend in all matters that fall within the jurisdiction of the 
Office, shall carry out the actions of the Board as they relate to the conduct and administration 
of town affairs under his/her jurisdiction, and research and inform the Board on matters of law 
known to him/her. 
 
 

F. Recordings 
Any person in attendance may record the meeting by any means of reproduction, provided that 
there is no interference with the conduct of the meeting and that those present are informed 
that the meeting is being taped.    
 

G. Executive Session 
If practicable, Executive Sessions, other than a few minutes in duration, will be scheduled at the 
end of the Open Meeting.  Executive Sessions shall be called only for the purposes legally 
permissible under the open meeting law MGL Chapter 39 sec 23A.  The meeting must be 
convened in open session, the Chair announces the purpose of the Executive Session, a majority 
of the Board must vote to enter an Executive Session and the vote must be recorded as a roll call 
vote.  The Chair must announce whether the meeting will once again convene in open session 
and all votes taken in an Executive Session must be roll call votes. 
 
The Board must maintain accurate records of both Open Meetings and Executive Session 
Meetings.  At a minimum, the records must set forth the date, time, place, persons present, and 
action taken.  The minutes must provide enough substance to allow readers to understand the 
nature and status of matters discussed at the meeting.   Executive Session Records shall remain 
confidential only as long as the publication of such records may defeat the lawful purpose of the 
Executive Session but no longer.  Thereafter, they shall be open to the Public. 
 
 

H. Emergency Meetings 
An “Emergency Meeting” may be called if the emergency in question is one that relates directly 
to the functions and responsibilities of the Board.   An emergency is defined by law as “a 
sudden, generally unexpected occurrence or set of circumstances demanding immediate 
action”.  Such a meeting may be held even though notice was not posted as required at least 48 
hours in advance.  Notice of such “Emergency Meeting” must be posted as soon as the Board 
determines that an Emergency Meeting is warranted and scheduled.   
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VI.  Agenda Procedure 
  

A. Responsibility 
The responsibility for coordinating and planning the agenda is that of the Chair.  Each of the 
Board Members and the Town Administrator may place items on the agenda.  The Town 
Administrator shall schedule a realistic time period for each appointment, item of business, 
interview etc. 
 

B. Timing 
All items for the agenda must be submitted to the Town Administrator before 4:00 p.m. on the 
Wednesday  preceding the meeting. 
 
Items of emergency nature or those that are strictly routine which develop after the closing of 
the agenda may be considered under other business.   

 
 

C. Format and Contents 
 

1. Call the meeting to order 
2. Announcements 
3. Scheduled Appointments 
4. Citizens Concerns 
5. Minutes 
6. Selectman reports 
7. Old Business 
8. New Business 
9. Correspondence 
10. Press Time 
11. Concerns of the Board 
12. Executive Session 
13. Adjourn 

 
All back-up data, pertinent information or an outline for discussion must accompany all subject 
matters or items to appear on the agenda. 
 
Members of the Board, Staff, the Town Administrator or others who prepare background material 
for the meeting should make an effort to have such material available for the weekly packet.  If the 
background information is insufficient or complicated or if complex memos or motions are 
presented at the meeting, which were not in the mail, any member should feel free to request the 
tabling of the item to allow for careful study of the material presented or the motion proposed.   
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