
  

 
BOARD OF SELECTMEN 

Meeting Minutes 
January 5, 2015 

Approved: February 4, 2015 
 
PRESENT:   Vincent Amoroso, Chair; Susan Bak, Member; Les Fox, Member; Jim Gorman, Member and Robert 

Stemple, Clerk [Not present until after Firefighter CBU discussion] 
 
ALSO PRESENT:    Selina Shaw, Town Administrator 

EXECUTIVE SESSION  
• At 6:30 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 7:30 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; Bak, aye; and Amoroso, aye [Member Stemple not present 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 7:37 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. 

APPOINTMENTS 
• Steele Farm Advisory Committee Chair, Bruce Hager; members of the SFAC and BICAO David Lindberg were present to 

discuss drainage and dampness issues at Steele Farm’s Levi Wetherbee House. SFAC Chair Hager was invited to open this 
discussion. The heating unit has been installed and the SFAC has been monitoring the conditions in the basement.  The system 
has been set at its lowest temperature and seems to be doing its job. However, a significant amount of water has collected in the 
basement, probably due to December’s heavy rains. This type of water infiltration could have contributed to the damage 
discovered this spring. After this new water issue was discovered there was concern about whether the French drain was 
functioning properly, which, it was believed  had been installed by the DPW in 2005/2006. However, SFAC member Whitcomb 
has spoken to a former DPW Director and was advised that, though piping was put in to manage roof run-off, he did not believe 
that a French drain was ever installed. While looking for the means to address the foundation/structural damage the stakeholders 
the consulting engineer and prospective contractors have been working under the incorrect assumption that a French drain was 
present.  At this point the SFAC would like the Town to consider installing a proper French drain around the farmhouse. There 
was discussion on possible alternatives, including installing a sump pump. The consensus was that DPW Director Garmon will 
be asked to go out evaluate the situation and report his finding to the Selectmen.  There was also a general discussion as to 
properly documenting the work done at Town properties and how such records could be maintained going forward. 

 
• Conservation Committee Chair, Dennis Reip, was present to discuss proposed changes in the Commission’s fee schedule.  Reip 

provided background as to how the Commission manages the application process and the development & function of the 
existing schedule of fees. Reip reviewed the proposed changes and how the ConsCom determined these revisions – additions, 
re-categorizing and eliminations, specifically the changes to the Certificates of Compliance portions of the schedule. Member 
Stemple moved to approve the proposed changes to the Conservation Commission’s fee schedule, effective immediately. 
Seconded by Member Fox.  Approved 5-0. 

 
• ConsCom Chair Reip remained to discuss Town access from Joseph Road to the Hager-Library parcel. There is a need for 

Joseph/Emanuel Roads residents to have access to the Hager Trails. When this area was being developed it was brought to 
ConsCom’s attention that the Town should have access to Hager land from this neighborhood that would benefit all. Records 
indicate that the developer granted a 50 foot paper road to the Town, however this access road never been developed and it 



currently appears that the two abutting homeowners are using this parcel as a common drive and may not be aware that this area 
is actually owned by the Town. Reip confirmed that the abutters have not been contacted yet. Brigid Bieber, a neighbor of 
Joseph Road, noted that there is a trail that neighbors use to get to the Hager property.  There is a concern as to whether the 
legal property lines are correctly depicted in the plans and images in the packet. Bieber advised that she is aware of several 
residents in this development that have had issues with their property lines.  It was suggested that the developer of the new 
adjourning development also be approached about providing access. BCT member Simon Bunyard advised that a “greenway” is 
a component of that development’s concept.  The property lines regarding this Town owned access road will be confirmed and 
the abutters will be contacted.   

 
• A-B Regional School Comm. (ABRSC) Vice-Chair, Brigid Bieber was present to discuss the process used by the ABRSC to 

evaluate the Superintendent.  The Selectmen sought her input as they work on their own review process.  She qualified her 
comments noting that four years ago the State significantly changed the evaluation tools and the way a school district is allowed 
to conduct a Superintendent’s and other education professional’s evaluations. These mandates are in addition to Open Meeting 
Law (OML) requirements. ABRSD does annual evaluations. The Supt. of ABRSD develops goals at the beginning of the year 
and these goals and his job description are used by the School Committee to evaluate his performance for that year. The Supt. 
provides periodic progress reports to the ABRSC regarding these goals and he seeks public feedback as to his performance 
during the year.  In the spring each School Comm. member is provided a preapproved form which they are expected to 
complete. The completed forms are then delivered to just the Chair who then compiles this feedback in total. This compilation is 
then presented to the Committee in open session for discussion. Bieber noted that the School Comm. does not need to reach a 
consensus as to the Supt.’s performance evaluation.  There was discussion whether the Supt.’s contract is contingent on meeting 
his goals and whether their evaluation is separate from determining any merit compensation.   

 
• Police Chief Warren Ryder was present to discuss potential new positions for FY 16 – Police Lieutenant and Public Safety 

Dispatcher.  The Chief referred to his memorandums on the respective positions and provided an overview of the changes and 
concerns his department has experienced in the past year.  He addressed the proposed re-alignment of the department’s structure 
– the Lieutenant position.  He reviewed the current structure; issues/concerns about the existing structure and the benefits that 
could be realized by augmenting the administrative structure. He clarified that the lieutenant would be a non-union position; his 
intention is to work within the proposed budget; and this is simply creating this new position, promoting from within the current 
complement of the department. The Selectmen thanked Chief Ryder for coming in to provide this information; however, they 
declined comment at this time, as both proposals will have an effect on the on-going Collective Bargaining discussions currently 
in executive session. These items could be re-visited at a public meeting once the executive session discussions have been 
wrapped up for both these matters.  

 
The Board took Agenda Item #7b, out of order. 
OLD BUSINESS 
• Member Gorman opened discussion on a proposed War Memorial. There were a significant number of residents present for this 

discussion. He noted the design and current condition of the two existing memorials and what precipitated his proposal. Any 
memoriam that is created should be respectful, well thought out and able to stand the test of time. He would like to see WWI 
memorial’s design used as a model for future memorials.  He reviewed the component of his February 2014 proposal, including 
the location at the Town Common [Hill & Middle Rds.] and the grouping of the respective conflicts within the design. Since 
that time he has realized that identifying those who served and verifying their service will be more difficult than originally 
anticipated.  Also subsequent to this presentation he has learned that there are concerns about the location and some the other 
aspects. He suggested that the creation of these memorials could be done incrementally, placing them outside of Town Hall until 
a permanent location could be determined.  The Chair opened the floor for public comment. Frank Powers was opposed to the 
February proposal – scope of the site layout  and size of memorials too big and not appropriate for a town this size; Town 
Common junction of two narrow, windy & busy roads; there is no off-street parking and it would be too close to the abutting 
homes. More appropriate locations – Town Hall or entrance of Flerra Meadows. Jeanne Kangas – though she acknowledged 
town should recognize veterans she also had concerns about scope & size.  The Town Common is overgrown and should be 
cleaned up, but not for this proposal. Member Gorman should consider working with the Historical Comm. on this proposal. 
Frank Coolidge - agreement with Frank Powers comments. He lives by Common and doesn’t want the trees cut down. Becky 
Neville – Cemetery Commission discussed this proposal this spring and did a site visit to South Cemetery to identify possible 
locations. It should be placed in a solemn location. She also suggested scaling back the size/scope. Chair Amoroso noted this 
location should be easily accessible to our residents. He had previously suggested Flerra but would like to also suggest the 
Sargent Library as possible locations. Anne Beklean noted that it should be placed along the Memorial Day parade route. 
Rosemary Sedgewick – agreed with previous comments and added other designs and sizes should be considered. There might be 
smaller and less expensive alternatives. She also voiced concern that all members of the military be recognized whether they 
died in active conflict or not. It was noted that criteria must be established to determine who should be memorialized for each 
conflict.  Alexis Presti-Simpson – as a reservist and former active military she is proud the Town is coming together to 
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recognize the sacrifices of our service members. However, before doing anything we need to determine the purpose – why we 
would have this memorial and how to properly acknowledge their service.  Simon Bunyard – he echoes comments that another 
look at the proposal is needed, specifically reducing the scale. He further suggested that others that put themselves in harms’ 
way in the service of others [police, fire, doctors without borders, etc...]  Barbara Tornstrom – biggest objection is lack of 
parking and using a large boulder as the design template.  She also asked about funding. Member Gorman advised that it would 
come from a Town Meeting Article, further noting that this type of project could be eligible for CPA funding.  The Chair 
suggested that a working group/taskforce be formed to investigate the scale, scope and location. The Cemetery Comm. 
Historical Comm. Public Celebrations & Ceremonies Comm. and Acton-Boxborough Cultural Council should be asked to 
participate.  It was also suggested that a consultant could be hired to facilitate future meetings of the working group so as to 
obtain a consensus concerning design and location. The Mass. Dept. of Veterans Services will also be contacted.  This should be 
done properly and money will need to be invested to get it right. 
 

• No one asked to speak under the Citizens concerns. 

MINUTES  
• Member Fox moved to accept the minutes for the regular session of December 15, 2014 as revised. Seconded by Member 

Gorman.  Approved 5-0.  
 

• The Selectmen passed over approval of the executive session minutes of December 15, 2014.   
 

SELECTMEN REPORTS 
• Member Fox reported that he and Member Gorman attended the  Space Needs Advisory Group’s (SNAG) first meeting on Dec. 

17th. They had a productive discussion with the consultant.  Their next meeting should be the end of January.  
 
• Member Stemple had nothing to report, but rather requested any current information as to the development on Cunningham 

Road “The Residence at Beaverbrook.” Member Fox, as an abutter, provided what information he has received. They are 
drilling test wells; working with abutters to monitor the surrounding well systems and pump testing is schedule for January. He 
also confirmed that it is their intention to break ground in March. There was discussion on the history of this development since 
they initially filed their 40b application in 2008. It was determined that Planner Duchesneau should come in and provide an 
update to the Board on this development. It was suggested that the developer also be invited to this discussion.   

 
• Chair Amoroso reported on a discussion he had with Dover Selectmember regarding the Minuteman School District. They 

compared notes on how their respective towns are addressing their future participation is the Minuteman District. Her comments 
seem to indicate that Dover also has an interest in withdrawing from District. His intention is to present as much information as 
possible at our Annual Town Meeting so residents can make an informed decision. The latest DESE memo seems to indicate 
that DESE would not be  adverse to a community creating an alternative participatory relationship with Minuteman such as the 
proposed IMA. Of the 16 members, 6 towns have discussed possibly withdrawing.  Boxborough is awaiting an A to B 
comparison as to what Boxborough obligations would be under the current and revised agreement.  

 
• Member Gorman reported that Well-Being Comm. is pleased that CSC Abraham has already had been able to provide 

substantive assistance to several residents. 
 

He also noted that he had attended the SNAG meeting along with Member Fox. 
 

Member Gorman reported that he participated in a Capital Plan discussion with TA Shaw, BICAO Lindberg and FinCom 
members Subramanyam and Kail. An effort is underway to merge the FinCom generated Capital Planning spreadsheet and 
BIACO Lindberg’s facilities and equipment data. They will meet again in late February.  

 
He also reported he has had meetings with DPW Dir. Garmon on budget & articles and with Chief White on the budget & 
staffing.  

 
Member  Gorman also reported that he received a citizen complaint on possible bylaw violations concerning a business on 
Mass. Ave. and has related these concerns to BICAO Lindberg.  

 

OLD BUSINESS 
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• The Board re-opened discussion on the Department Head review process and re-capped their discussions of Dec. 15th as well as 
the input provided by ABRSC Vice-Chair Bieber earlier in the evening. ABRSC Vice-Chair Bieber was still present. There was 
some discussion about updating the existing review document. The Board agreed that specific goals and benchmarks should be 
developed for each of the department heads, against which he/she will be reviewed in the following year. It was agreed that each 
Selectman would provide input to the liaison for each of the department heads, with the respective liaison providing a 
compilation. The liaison will review the results with the department head, which will be followed up by a more general 
discussion in open session at a Selectmen’s meeting sometime in mid-February.   

 
• The Selectmen reviewed the latest version of the Board of Selectmen Rules, Regulations, Policies and Procedures. The only 

additional change was to minor a typographical correction.  Member Bak moved to adopt the revised Rules, Regulations, 
Policies and Procedures as further amended tonight. Seconded by Member Fox.  Approved 5-0. 

 
 

NEW BUSINESS 
• The Board took up the Alcoholic Beverages Control Commission’s annual request for a temporary population estimate for the 

Town of Boxborough.  TA Shaw advised that this request applies more for communities that have a population influx during the 
summer and further noted that Boxborough does not experience any such population shift. Chair Amoroso moved that acting 
under authority granted in MGL ch138 §17 as amended, the Board of Selectmen estimates that there will be no temporary 
increase to the resident population of the Town of Boxborough as of July 10, 2015; the population will remain at approximately 
5,000. Seconded by Member Stemple.  Approved 5-0. 

 
• TA Shaw advised that the ABCC has approved the Holiday Inn’s Change of Manager application previously submitted by the 

Selectmen. The Selectmen signed the updated 2015 License.   
 
• It was noted that the FY 2016 Budget, Version 1 has been distributed and TA Shaw advised that Chief White and Ryder will be 

coming to discuss their respective budgets on January 12th. 
 

• Now that CPA has been implemented the State requires the Selectmen to set deadline for filing a CPA exemption application.  It 
was determined that this deadline would be the same as those for similar exemption filing deadlines. Chair Amoroso moved to 
establish the deadline for the filing of applications for exemption from payment of the CPA surcharge for property owned and 
occupied by moderate-income seniors and low income residents on or before December fifteenth of each year to which the tax 
relates or within three months after the date on which the bill or notice is first sent, whichever is later.  Seconded by Member 
Stemple.  Approved 5-0. 

 

CONCERNS OF THE BOARD 
• Member Gorman requested that a discussion on the proposal presented several months ago by BICOA Lindberg to renovate the 

Grange Meeting Room and the entrance to Grange Hall be placed on an upcoming agenda. It was also suggested that the public 
be invited to this discussion.  

 
• Member Fox had a follow up comment on the previous discussion concerning maintaining records of projects and 

improvements at Town facilities, suggesting that perhaps they could be tracked through GeoTMS.  

ADJOURN 
The meeting was adjourned at 10:12 PM.  
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SELECTMEN’S ANNOUNCEMENTS 
JANUARY 5, 2015 

 
The necessary contact information is available at the end of these Announcements.  

 
 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.  

 

 3rd Quarter Real Estate Tax bills were mailed on December 29th. Resident will notice the inclusion of the 

CPA Surcharge for the year under Special Assessments. This amount is included in “total tax and special 

assessments” on the upper right hand corner of your bill. The portion of the CPA surcharge payable on 

February 2nd is reflected in the “amount due February 2nd”.  Property owners were also provided “Taxpayer’s 

Informational Guide – 2015 Community Preservation Act.” Contact the Town Assessor, Ruth Anderson if 

you need discuss.  

 

 The Boxborough Firefighters’ Association, are once again holding a Christmas Tree collection this 

Saturday, January 10th. Residents may drop off their tree and their $5.00 donation at the Boxborough Fire 

Station, 502 Mass. Ave. or arrange to have their tree picked up at their home for $10.00 by registering for 

pick up on Fire Department’s webpage.  

 

 The Boxborough Fire Department has a new system for issuing permits for Opening Burning Season 

which runs from January 15 to May 1, 2015. Seasonal permits will no longer be issued. Instead, on the day 

you would like to burn residents should go to the Fire Department’s Burn Permit webpage. There it will be 

posted whether burning is allowed that day. If allowed, resident would then apply under Daily Permit 

Registration. The Department’s Open Burning Rules & Regulations are also posted. Alternatively, residents 

call the Fire Dept. at 978-264-1770 to activate a permit or for more information. 

 

 Nashoba Associated Boards of Health, in conjunction with the Boxborough Board of Health, will hold a Well 

Adult Clinic 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.  It is free to residents and no appointment 

necessary.  For further information, please contact Nashoba Associated Boards of Health at 978-772-3335 or 

800-427-9762 ext. 333. 
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 Residents are advised that the winter parking ban is 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.  

 

 The Boxborough Company of Minutemen would like to invite those men and women, over the age of 18, 

interested in service to the Town or in perpetuating the memory of the Minutemen of 1775, to join them at 

their annual Wine and Cheese party on Saturday, January 10th at 8:00 PM, to meet current members and 

discuss joining the Company.  To learn more or to confirm that you will be coming please contact Minuteman 

Captain, Steve Gaebel, at  captain@boxboroughminutemen.org  or 617-875-0925.  For information on the 

Company itself go to: www.boxboroughminutemen.org 

 

 Come see Boxborough’s Treasures at the Boxborough Museum at 575 Middle Road from 2:00 pm to 4:00 

pm this Sunday, January 11th.  Admission is free and all are welcome.  Members of the Boxborough 

Historical Society will be on hand to discuss the Treasures and the other exhibits.  Contact John Fallon for 

more information or to arrange for a private tour. 

 

 We invite you to explore the Town’s website www.boxborough-ma.gov. The new website has allowed us to 

expand our ability to provide information; one example is the Transportation options information available 

for those living or working in Boxborough, posted to a link on our Homepage under Resources. 

 

 The Town’s new Community Services Coordinator, Lauren Abraham, serves as a resource to assist 

residents in connecting with financial, health, and emotional support services and to help them to navigate the 

sometimes complicated application process. She brings a wealth of knowledge and experience as a public 

health social worker with a background in home health care, elder care, and mental health.  For more 

information please go the Community Services Coordinator’s webpage or contact Lauren directly by phone at 

978-264-1730, or by email: labraham@boxborough-ma.gov.   

 

 The Boxborough Energy Committee is working on launching - the Boxborough Solar Initiative, a program 

designed to lower the costs of installing small-scale solar PV panels in our community.  They are looking to 

launch this Solar Initiative program in mid-2015. More Information is available on the Town’s website under 

News.  
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 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.  

 

 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 Winter Road Conditions/Parking, 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. 

 

 For more information on Firefighter Christmas Tree Collection go to the Fire Department’s webpage  

http://www.boxborough-ma.gov/fire-department or call them at 978-264-1770. 

 

 

 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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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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II. Internal Operations – Interaction with the public 
All citizens shall be treated with respect, courtesy, fairness and shall be accorded due process by 
Town employees and members of all Boards, Committees and Commissions dealing with the 
public. 
  
  

III. Internal Operations with Town Administrator and Department Heads 
The Board is responsible for setting overall goals, strategies and priorities for Town Government within 
the budgetary and expressed philosophical and/or procedural constraints voted by Town Meeting.  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, 
reporting to the Board, 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.   Members of 
the Board shall forward complaints received directly from residents to the Town Administrator 
or responsible Department Head, and will receive timey feedback on the complaint resolution. 

 
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. 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 and shall:. 
 

 
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.   

 
C. 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.    

 
B.D. Annually, the Board shall create a liaison list where Board members shall be are 

assigned as liaisons 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.   Liaisons 
should meet with department heads as necessary.   

 
C.E. 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.   

 
F. 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.   

 
G. 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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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 recorded 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 to the 
Board 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.   
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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 recorded.    
 

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. Citizen’s 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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