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TOWN OF LEE

Board and Committee Handbook

1.1 Purpose

The Volunteers’ Handbook (hereafter “Handbook’) was created to assist the Town of Lee’s many
volunteers to appointed boards, commissions, and committees (hereafter, “committees”). The
Handbook provides a brief description of Lee’s procedures which may be known to some but
unfamiliar to others. It also provides information about important state statutes, such as the Open
Meeting Law and the Conflict of Interest/Ethics Law which need to be understood by all.

1.2 Additional Publications

This Handbook does not attempt to duplicate all the details given in other state and local
publications. For more thorough treatment of issues and rules affecting committee service, please

see:
1. The Lee Town Code available at lee.ma.us on E-Code 360

2. The State Ethics Commission’s Conflict of Interest Law Online Training Programs at

http://www.mass.gov/ethics/conflict-of-interest-law-online-training-programs.html. New

committee members should read these important state and Town documents and educational
materials and save them as references. In addition, new committee members may wish to read
previous minutes and agendas to better understand the committee’s activities. New volunteers

may also be provided additional information from their committee chairperson and/or staff liaison.
2.1 Appointing Authority / Committee Formation

The Select Board appoints the majority of the Town’s committees with the exception of the
Finance Committee which is appointed by the Moderator. State statutes outline the powers and
duties of many committees, the Town’s Code, further defines the committees’ work. The Select
Board may appoint ad hoc committees for advice on a specific issue. The Select Board may meet
with or receive reports and recommendations from the committee. The Town Meeting may also
create an ad hoc committee and may appoint members, or ask the Select Board to appoint

members.


http://www.mass.gov/ethics/conflict-of-interest-law-online-training-programs.html

2.2 Applying for a committee

The Select Board’s office will publicize committee vacancies. Before applying for a position,
volunteers are encouraged to attend meetings of any committee on which they desire to serve.
Generally, to be considered for appointment an applicant must be a resident and registered voter
in Lee. A letter of interest should be prepared and sent for the specific committee and be returned
to the Select Board’s Office. Letters can be sent electronically (selectboard@town.lee.ma.us) or
in hard copy (Select Board — 32 Main Street — Lee, MA 01238).

In addition to showing why the volunteer is suitable for appointment to the committee
(professional or volunteer experience, specific training or knowledge that would be beneficial,
etc.) applicants should clearly explain any potential for or appearance of conflict of interest (See

Section 2.4, (Conflict of Interest).

After receiving an application, the board may invite the applicant to an interview. If there are no
openings on the individual’s chosen committee(s), the application will be kept on file for one year

to be considered if an opening occurs.

After the interview, the Select Board’s office will notify the applicant of the outcome. The
notification will include open meeting law and conflict of interest training information. It will

also contain information about setting up a time to be sworn in by the Town Clerk.

2.3 Considerations for Appointment

The town’s objective is to appoint qualified and interested Lee residents broadly representative of
the Town’s demographics. The Board considers applications and suggestions from many sources,
including but not limited to the residents broadly representative of the Town’s demographics. The
Board considers applications and suggestions from many sources, including but not limited to the
letter of interest, verbal expressions of interest, work experience, personal references, etc.
Selection is based on current committee composition, candidate qualifications, experience, and
recommendations, committee availability, and, if the applicant has previously served, on his/her

previous attendance record, service, and performance record.

Generally, a person finishing a successful first term is given preference for a second term, if
desired. It is generally not preferred that an individual serve on more than two permanent

committees simultaneously. Some committees have voting or non-voting representatives


mailto:selectboard@town.lee.ma.us

appointed through their home committees. For example, the ZBA includes 5 voting members and

an alternate member that only votes if needed.

2.4 Swearing In

Committee members must be sworn by the Town Clerk for the new committee assignment prior
to attending a committee meeting as an official member. At swearing in, the Town Clerk should
receive a returned, signed acknowledgement receipt of the Conflict of Interest Law Summary and
a printed copy of the Ethics Examination Certificate.

2.5 Reappointment
Reappointment is based on an evaluation by the Board of the committee member’s contribution to

the committee, the desirability of widespread involvement, and the changing needs of the
committee and the Town. Reappointments for all committees are typically made at the beginning
of the fiscal year. If a board or committee member’s term ends prior to reappointment (or
appointment of a new member) the member will continue to serve until such

appointment/reappoint has been made.

2.6 Resignation

A committee member no longer able to serve should resign promptly so that the vacancy may be

filled. A written resignation must be submitted to the Town Clerk’s office.
2.7 Other Terminations

In rare circumstances, such as continued unexplained absences or conflict of interest, the Select
Board may ask for a member’s resignation or, if necessary, revoke the appointment. The
appointment of a committee member who fails to attend three consecutive meetings without being
excused by the chair may be terminated. Written notification to the committee member will be
given in the event of such action. Generally, before such action is taken, the Town will contact the
member to discuss and hopefully correct the situation.

2.8 Associate Members

Some committees have associate or alternate members. Appointments of associate or alternate

members uses the same process as regular members.



3. The Conflict of Interest Law, found at M.G.L. Chapter 268A (see also the State Ethics
Commission Website: http://www.mass.gov/ethics), identifies permissible and impermissible
relationships for committee members.

3.1 Conflict of Interest Law Purpose

According to A Practical Guide to the Conflict of Interest Law for Municipal Employees (2001),
the “purpose of the conflict law is to ensure that public employees’ private financial interests and
personal relationships do not conflict with their public obligations. The law is broadly written to
prevent a public employee from becoming involved in a situation which could result in a conflict
or give the appearance of a conflict... The law restricts what a public employee may do: (1) on the
job; (2) after hours (or “on the side”); and (3) after leaving public service.” Under the law,
committee members, whether paid or volunteer, are considered “special employees,” and held to
that standard.

3.2 Conflict of Interest Law Provisions

The law prohibits a variety of actions, including bribery, extra pay, receipt of gifts or privileges
because of a committee member’s official actions, and acting as an agent or attorney for anyone
in a claim against or doing business with the Town. COIL prohibits all municipal employees from
participating in a particular matter in which committee members or any of the following have a

financial interest:
* Immediate family.

* Partner or business associates.

* A business organization in which the committee member serves as an officer, director, trustee,

partner or employee (including a non-profit organization.)

* Any person or organization with whom the committee member is negotiating or has any

arrangement concerning prospective employment.

If a committee member discloses a conflict of interest or an appearance of conflict in a matter
before the committee, he/she will not be counted in the quorum nor be allowed to participate in

any discussions or votes on that issue. It is advisable that the member excuse

him/herself from the meeting during discussions and votes to ensure that no undue influence is

felt by fellow committee members. 1f acommittee member is concerned about the possible conflict



of interest, he/she should contact the State Ethics Commission. The Ethics Commission exists to
provide protection for employees/volunteers. All communication with the Ethics Commission is
kept strictly confidential on their part. However, the one who sought information from the Ethics
Commission is free to disclose that fact and the information given.

In some instances, a formal disclosure may be needed (http://www.mass.gov/ethics/disclosure-
forms/municipal-employee-disclosure-forms/) or a special exemption could be granted by the

appointing authority so the committee member may continue service.

After discussion with the Ethics Commission staff, if committee members have any questions
about their activities, they should file a written request with the Town Administrator who will

consult with the Town Attorney on the issue.

3.3 Who the Conflict of Interest Law (COIL) Governs
3.3.1 Municipal Employees:

The conflict law regulates the conduct of public officials and employees (referred to collectively
in the law as “employees”) at the state, county and municipal levels of government. The term
employee at each level is defined expansively. A municipal employee is anyone who holds an
office, position, employment or membership in a municipality. Such a person may be paid or
unpaid, working full-time or part-time, serve as a volunteer, consultant or work only on an
intermittent basis. For example, unpaid members of local town or city boards or commissions are
municipal employees, as are private citizens serving on a special advisory committee appointed by

the Town Manager or Town Council to make recommendations on a specific issue.
3.3.2 “Special” Municipal Employees:

“Special” Municipal Employee status may be assigned to certain municipal positions by a vote of
the Select Board. Two sections of the conflict law apply less restrictively to special municipal
employees. You are eligible to be designated as a special municipal employee provided that: (1)
you are not paid; or (2) you hold a part-time position which allows you to work at another job
during normal working hours; or (3) you were not paid by the city or town for more than 800

working hours (approximately 20 weeks full-time) during the preceding 365 days.

It is the municipal position which is designated as having special status, not the individual.

Therefore, all employees holding the same office or position must have the same classification as
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special employee. For instance, one member of a school committee may not be classified as a

special employee unless all members are similarly classified.
4.1 Elections

Committees elect a chair, vice-chair and a secretary/clerk, upon formation. Generally, the first
meeting of a new fiscal year is a good time to consider re-organization of the committee if members
wish. The immediate past chair, through a staff liaison (if applicable), will notify the Town
Administrator of leadership changes. The staff liaison will be responsible for updating the

information on the committee’s web page.

4.2 Chair

The chair’s primary responsibilities are the creation of meeting agendas, calling meetings, and
facilitating legally appropriate Open Meetings. The chair presides at all meetings, decides
questions of order, calls special meetings, and signs official correspondence. The chair has the
same rights as other members to offer resolutions, make or second motions, discuss questions, and
vote thereon. However, chairs often reserve their votes to either supporting a unanimous
commitment of the committee or to break a tie. The chair must be mindful of the chair’s role in

facilitating a full range of opinion from the committee and, in a public hearing, from the public.
Duties overseen by the chair include:

* Conducting meetings in an orderly fashion, normally according to Roberts Rules of Order.

* Assuring the reservation of a meeting room through the Select Board’s office.

* Legal posting of the meeting and agenda with the Town Clerk’s Office at least 48 hours in
advance of the meeting (not including holidays or weekends).

* Assuring that the clerk has posted the meeting and agenda.

* Consulting with members and staff to prepare agendas.

* Assuring all needed materials are available to the Committee.

* Ensure that any technology needs for the meeting are supplied.

* Establishing the calendar.

« Communicate regularly with the Town Administrator/Select Board.

* Preparing and submitting an annual report for inclusion in the Annual Town Report.



4.3 Vice-Chair

The vice-chair serves as the chair whenever the latter is absent from meetings and performs other
necessary duties.

4.4 Committee Secretary/Clerk

Each committee must have a secretary/clerk. The clerk shall be responsible for the certification of
the committee’s meeting minutes, observance of the public records law, maintenance of other
records of the body, and filing minutes with the Town Clerk. The staff liaison (if applicable) will
generally complete the administrative tasks associated with the clerk’s responsibilities (contacting
any persons needing to be notified of committee actions, posting the approved and draft minutes,
contacting any person needed for a presentation, etc. for the next meeting, drafting and circulating
an agenda or the next meeting, forwarding draft minutes to committee members prior to the next
meeting, following-up on any assigned tasks, etc.). In the absence of a staff liaison, the clerk will

be responsible for completing those tasks.

4.5 Rotating Clerk

A committee may choose to have a rotating clerk. The responsibilities of the rotating clerk are

identical to those of a clerk.

4.6 Treasurer

Committees may elect a treasurer as it is deemed necessary, or as is required by statute. A treasurer
is generally not required of any committee.

4.7 Staff Liaison

Staff liaisons are Town employees assigned to some committees. Except for formal regulatory
bodies, committees should not expect a staff liaison to attend every meeting. A copy of the Staff
Liaison List is attached as Appendix C.

4.8 Annual Town Report

All appointed committees must file an annual report of finances (if relevant), membership and
activities with the Select Board’s office for the Annual Town Report. The chair or committee clerk

should be responsive when the request for committee reports is issued.
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5.1 Quorum

A quorum is necessary to conduct official business. Generally, a quorum consists of greater than
50% of the full membership (i.e., a quorum for a six-member committee is four; quorum for a
seven-person committee is also four). A meeting occurs at any time a quorum of the committee
(or subcommittee) gets together to discuss or consider any public business or policy over which

the committee has some jurisdiction or advisory power.

5.2 Staff Assistance

For certain committees a staff member will serve as a liaison (see appendix list) for the committee.
For some committees, the liaison attends meetings. His/her responsibilities vary, depending on the
charge of the committee, but generally include providing technical and administrative support, and
information. The staff liaison is an employee of the Town, and is not answerable directly to the
committee or the Chair. In conjunction with the committee chair, he/she keeps the Board and Town
Administrator informed about the committee’s work, particularly policy issues, significant

problems or developments, workload difficulties, or other significant items.

The Town Administrator may seek input from the committee chair prior to the annual performance
review of the liaison. Requests for legal assistance from the Town Attorney should be directed to
the Town Administrator through the committee’s staff liaison. Most administrative tasks will be
performed by the committee staff liaison. However, if no Town staff is assigned to attend meetings,
duties fall to the chair or other designated committee members. A copy of the Staff Liaison List is

attached as Appendix C.

5.3 Posting

It is the responsibility of the committee (the chair, clerk or staff liaison) to give notice to the Town
Clerk so that the committee’s meetings with time, date, place, and draft agenda may be posted 48
hours in advance of the meeting. Except for emergencies, meetings must be posted at least 48
hours in advance by the Town Clerk. Saturdays, Sundays and legal holidays are not included in
the 48-hour period (MGL c. 30A, section 20). In the case of emergency meetings (sudden,
unexpected occasions which require immediate action by the body, and the body makes a written

determination of the emergency), the 48-hour posting
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requirement is waived; however, the Town Clerk must be informed and the meeting posted as soon
as possible. The Town Clerk is responsible for maintaining a current listing of all posted meetings

on the Town’s web site at lee.ma.us and in a binder available at the town hall.

5.4 Prepare Agendas and Other Materials

The committee staff liaison (or Town Administrator’s office, if no liaison is assigned), the
committee’s clerk, prepares a formal agenda in conjunction with the committee chair, and compiles
all necessary supporting documents, including the prior meeting’s draft minutes, for posting with
the Town Clerk and the Town’s web site, and for distribution to committee members at least 48
hours prior to the meeting date (with holidays and weekends not counted in the 48 hours). All
documents submitted must be in a Microsoft Word (.doc or .docx) format, a text file (.rtf), or in
Portable Document Format (.pdf). Any requests for agenda items should be directed through the

chair.

5.5 Electronic Communication

All committee members are expected to receive meeting materials and other communication
electronically. If there are members who cannot access electronic copies, the chair or staff liaison
will make alternative provisions upon request of that committee member. Committee members
should remember that no electronic communications (e-mail, social media, etc.) concerning
committee work should take place among members. All communications concerning committee

work should occur publicly at the meetings.

5.6 Meeting Space

Meeting space at the town hall can be reserved by contacting the Select Board’s office. Committee
meetings should never take place in private residences.

Meeting rooms should be reserved according to the regular meeting schedule and expected turnout.
The committee should identify a regular meeting day and time, and submit that information to the
Select Board’s office to reserve appropriate meeting space. If a special meeting is needed, or if the
expected number of attendees requires a larger meeting space, the Town Administrator/Select
Board office can alter the room reservation. Reserve all meeting spaces with the Town

Administrator/Select Board office and post meetings with the Town Clerk before the meeting.
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5.7 Access to Memorial Hall

Meetings scheduled after normal business hours will require access via the elevator in the main
lobby. Most meetings will be held in the courtroom which requires no additional key. If the

elevator is not operational the police call box should be used to access the building.

5.8 Meeting Schedule

Meeting frequency depends on a committee’s workload. Most meetings are bi-monthly or
monthly. In some cases, a committee may only meet quarterly. The chair calls each meeting except
for the first one, which is called by the appointing authority. Electing a chair and determining a
regular meeting day, time and location should be the committee’s first priorities. Except in cases
of emergency, committees do not meet on major religious or official holidays or if Town Hall is
closed due to weather. Weekend meetings are discouraged unless they are required by a specific

event or circumstance.

5.9 General Guidelines

Committees follow Robert’s Rules of Parliamentary Procedure. Although most small committee
discussions may seem too casual to be called debate, it is advisable for the committee to observe
generally accepted meeting procedures. Attentive guidance by the chair and adherence to adopted
procedures increase efficiency and maintain objectivity. Below are some general guidelines for

meeting format:

The chair should limit member discussion to concise, non-repetitive statements. In some cases,
time limits may be advisable. All members who wish to speak should be allowed to do so before
anyone is invited to speak a second time. Although desirable, it is not necessary for the committee
to continue discussion until complete consensus is achieved. The chair may choose to call for a
vote, postpone until more information is available, or refer to a subcommittee. Careful preparation
before meetings, e.g., organizing agenda items, distributing information in advance, posting all
information on line, and anticipating possible questions, can expedite discussion, facilitate action
and avoid long and exhausting meetings. Good public process may include vigorous dissent with
civil discussion and mutual respect among individuals of diverse points of view. Committees
discuss the merits of issues; personal comments are always out of order. The Select Board reserves

the right to remove committee members for inappropriate personal attacks during meetings.
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Visitor participation in discussions or debates is at the discretion of the Chair. The Chair may need

to remind speakers of time limitations and warn against repetition.

The chair controls presentations and all meeting discussions. If a visitor refuses to be silent after a
warning from the chair, the chair has the authority to order the visitor removed from the meeting
by the police, to call a recess, or to continue the meeting to another certain date and time.
Nevertheless, all committee members represent and serve the Town. Visitors and committee

members should always be treated with courtesy and consideration.

The Select Board suggests that all committees reserve time on the agenda for public comment or
participation in some form. Public participation is expected and desired during scheduled public

hearings.

Often residents attending public meetings, especially when controversial topics are discussed, are
doing so for the first time. These attendees may not know the proper protocol for public meetings.

Here are some tips for keeping the meeting productive and orderly:

» Establish ground rules at the beginning of the meeting - such as “no one is allowed to interrupt

and personal insults are forbidden” - and get everyone to agree to them.

» Make sure every speaker states his or her name and address before speaking. If there is a non-

resident speaker, the committee should vote to allow (or not allow) that person to speak.
* Remind the audience that a 2 or 3-minute time limit will be strictly adhered to for every speaker.

» Make sure everyone has had an opportunity to speak once before allowing a speaker to address

the committee a second time.

 Acknowledge a speaker’s contribution but if they're going on too long, try and interrupt them
tactfully.

* Emphasize the need for constructive comments at the start of the meeting.

* Do not be drawn into a speaker’s argument - respectfully acknowledge what they have said and
move on.

» Some attendees may be reluctant to speak. If appropriate, the chair may provide the opportunity

to submit written comments to the committee and provide an email address for attendees to use.
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6.1 General Information

The Massachusetts Open Meeting Law (OML) requires all meetings of elected or appointed
boards, committees or subcommittees be open to the public except in ten specific situations where
Executive Session is permitted (See MGL c. 30A, section 21; see Section 8 below). No votes taken

in open session by a governmental body may be by secret ballot.

The law does not apply to chance meetings or social occasions; however, such meetings cannot be

used to circumvent the requirement of discussing and deliberating at public meetings.

The OML does not contravene other laws, such as the Privacy Act. If clarification is needed,
particularly concerning Executive Session and the rights of individuals, the Committee Chair may
request that the Town Administrator obtain advice on specific questions from legal counsel. The
Town Administrator generally recommends cautious use of Executive Sessions since the vast

majority of the public’s business should be conducted publicly.

6.2 Recordings
Any person may record a meeting (with the exception of Executive Session) with audio and/or
video equipment provided it does not interfere with the meeting. The Chair maintains discretion

over recording a meeting.

7.1 Minutes
Committees should strive for transparency, posting minutes as soon as they become available, but
never later than the day after they are approved. State law requires that a committee keep accurate

records of its public meetings.

The Committee must vote to accept all minutes. Minutes are public information, and must be sent
to the town clerk and posted on the town website if applicable. It is the chair’s responsibility to

ensure recording and posting of minutes although the task may be undertaken by another.

7.2 Content of Minutes

The Open Meeting Law states: “Minutes of all open sessions shall be created and approved in a
timely manner. The minutes of an open session, if they exist and whether approved or in draft
form, shall be made available upon request by any person within 10 days” and “The minutes of

any open session, the notes, recordings or other materials used in the preparation of such minutes
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and all documents and exhibits used at the session, shall be public records in their entirety and not

exempt from disclosure...”.

Minutes must include:

« the date, time and place of the meeting.

* the members present or absent,

* a brief summary of the discussions on each subject,

» a list of documents and other exhibits used at the meeting,

» the decisions made and the actions taken at each meeting, including the record of
all votes.

*» documents and other exhibits, such as photographs, recordings or maps, used by
the body at an open or executive session shall, along with the minutes should be
maintained as part of the official record of the session.

Minutes should include:

* names of additional participants (not press or observers).

* name of recorder.

* time convened, and time adjourned.

Minutes may include:

* a schedule of future meeting(s).

Minutes do not need to include:

* who seconded motions.

A template outline of meeting minutes is located in Appendix B.

7.3 Public Records Law

The Massachusetts Public Records Law (MGL c. 66, Section 10) provides right of access to public
records, broadly defined to include all documentary materials except eleven specific exemptions
such as personnel and medical files, proposals and bids, and appraisals of property.

The minutes, informational data, memoranda and circulating materials of any Town Board or

Committee are mostly all public information. Since use of personal e-mail addresses could subject
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a member’s personal e-mails to a records request, it is recommended that new committee members

create a new e-mail address for themselves to use for Town and committee business.

Free accounts can be found through g-mail or other providers. The committee should consult its

liaison if questions arise concerning freedom of information.

8.1 Conducting an Executive Session

Any committee contemplating an executive session is advised to contact the Town Administrator s

office prior to the meeting.

An Executive Session is closed to the public, but the committee must first convene in an Open
Session for which notice has been posted. A majority of the members must vote, by rollcall vote

entered into the minutes, in favor of a motion to go into Executive Session.

The motion must specify the reason and state whether or not the Open Session will reconvene
following Executive Session. All votes taken in Executive Session are recorded by roll call and
become a part of the record of that session. Topics discussed in Executive Session are confidential.
Attendees shall not discuss these matters with anyone. Accurate minutes of the executive session
shall be maintained and shall be released to the public only when the purpose for the Executive

Session no longer exists.

Executive session may be held only for the purposes described in MGL c. 30A, Section 21. The

following are the only acceptable reasons for an executive session:

» To discuss the reputation, character, physical condition or mental health, rather than professional
competence, of an individual, or to discuss the discipline or dismissal of, or complaints or charges
brought against, a public officer, employee, staff member or individual. This exception carried
with it very strict guidelines to which the committee must adhere. This reason for entering into

executive session should be discussed with the Town Administrator prior to the meeting.

» To conduct strategy sessions in preparation for negotiations with nonunion personnel or to

conduct collective bargaining sessions or contract negotiations with nonunion personnel.

* To discuss strategy with respect to collective bargaining or litigation if an open meeting may
have a detrimental effect on the bargaining or litigating position of the public body and the chair

so declares.
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* To discuss the deployment of security personnel or devices, or strategies with respect thereto.
* To investigate charges of criminal misconduct or to consider the filing of criminal complaints.

« To consider the purchase, exchange, lease or value of real property if the chair declares that an

open meeting may have a detrimental effect on the negotiating position of the public body.

* To comply with, or act under the authority of, any general or special law or federal grant-in-aid

requirements.

* To consider or interview applicants for employment or appointment by a preliminary screening
committee if the chair declares that an open meeting will have a detrimental effect in obtaining
qualified applicants; provided, however, that this clause shall not apply to any meeting, including
meetings of a preliminary screening committee, to consider and interview applicants who have

passed a prior preliminary screening.

» To meet or confer with a mediator, as defined in MGL c. 233, section 23C, with respect to any
litigation or decision on any public business within its jurisdiction involving another party, group
or entity, provided that (i) any decision to participate in mediation shall be made in an open session
and the parties, issues involved and purpose of the mediation shall be disclosed; and (ii) no action
shall be taken by any public body with respect to those issues which are the subject of the mediation
without deliberation and approval for such action at an open session.

9.1 Public Hearings - Purpose.

A committee may be required to hold a public hearing, or a committee may opt to hold a public
hearing to take comment from the public. When conducting a public hearing, the chair is
responsible for running the meeting. Generally, the purpose of a public hearing is for committee

members to listen to comments from the public, and not to play a significant role in the meeting.
9.2 General Guidance
9.2.1 The committee chair with help from the staff liaison should ensure the following:

* That electronic displays are in working order. All materials being presented in the public hearing

should be clearly visible to the public present.
* That meeting minutes are being properly recorded.
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« If required, that a certified stenographer/court recorder is present. (The instances requiring such
a recorder are rare, and arrangements can be made for this through the Town Administrator’s

office.)

9.2.2 Points to remember:

* A public hearing is designed for the committee members to listen to the public.
* Be prepared to receive passionate, sometimes angry speakers.

* Generally, do not engage with speakers in any way. Simply listen and thank them for their input.
If a procedural question is asked of the committee, the chair may opt to answer it. During the public
comment portion of the hearing, the chair should never answer questions concerning the merits of
the application or proposal. The chair can remind the public that the hearing is for residents to
comment on the proposal. Any questions will be recorded, and if appropriate, will be answered

later.

« If the chair chooses to engage, he/she should make sure it is only to ask for clarification. No

opinions should be forthcoming from the chair or the committee members.
* Allow people to speak a second time only after all others have been given the chance to speak.

* The chair may close the hearing once he/she is assured that all reasonably pertinent comments

have been expressed.
9.3 Conducting the Hearing

« If appropriate, require all attendees to sign-in with name, organization (if any), address, phone,

and email.

* Provide a separate sign-up form for those who wish to speak. This documents participation in the
hearing, and provides an orderly process for speakers. It also provides the chair with the ability to
better control the meeting.

* Open the public hearing by defining the purpose, objectives, legal requirements and any general
law or regulatory constraints. Generally reading the public notice into the record will satisfy this

section.

* Make the following announcements:
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a. Indicate that the meeting is being recorded and all participants should speak into the microphone.

b. Clearly convey the process, expected conduct, and documentation provisions (e.g., committee

secretary’s notes, stenographer, recording, etc.)
c. Clearly articulate the hearing rules (a hand out is always helpful)

d. Set a time limit for each speaker (other than the applicant); three minutes is often used as a limit.

Explain who will be keeping time.

e. Announce that the written comment period is open until a date certain and provide the e-mail

address and physical address for submission

f. Explain how responses to public comments and questions will be handled (i.e., a specific

response document; through formal meeting discussions; committee consideration, etc.).
g. If known, announce when a decision will be made once the hearing is closed.

The applicant/proponent is invited to give its presentation to the committee. This presentation
should not be interrupted by the members or the public. The chair may subject the presentation to

a time limit.

The chair will invite public comment. Generally, speakers must announce their names and
addresses. Unless an order of speakers is otherwise stipulated, speakers should be called in the

following order:
a. Elected officials in order of elective office (i.e. Federal, state, county, local).
b. Town Officers.

c. Public, with abutters given priority.

d. Others in the order they signed up.

Only close the hearing after all participants have been given a reasonable chance to speak. If the
hearing needs to be continued, it should be continued to a date certain - generally, the next normal
meeting time for the committee. A hearing should be continued if its objectives have not been
accomplished. For large, complex problems or issues, a series of hearings is often appropriate,

with specific components or topics heard on specific dates).
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Once the hearing is closed, it is time for the committee to decide.
Conduct the committee discussions under Robert’s Rules of Order.

Compile a concise set of issues raised by the public and the committee members with both the pro

and con concerns. Discuss possible solutions to the issues in a public session(s).

Put forward solutions with rationale via a formal process. Make sure to document discussions and

decisions in the minutes with enough detail to document the substantive reasons for the decision.

Inform the project proponents of the committee’s decision through official written correspondence.

Establish a set of all written correspondence, meeting materials, and minutes.
10.1 Committee Budgets

In general, committees do not have a budget unless one is authorized by the Town Administrator
or Town Meeting. Any expenses incurred by a committee are budgeted by the Department

Directors and absorbed in the Department’s expenditures.
10.2 Disbursements

Although committees will not generally receive invoices, if bills are incurred by the committee,
the committee’s staff liaison submits invoices to the Department Director, attaching all appropriate
receipts, paperwork, etc. If there is no staff liaison, the committee’s Clerk/Secretary should submit

the same material to the Administrator’s office for processing.
10.3 Purchases

Generally, Committees do not purchase items or services. If a particular situation occurs, contact

the Town Administrator’s office for more particular direction.

APPENDIX A - RESOURCES FOR INFORMATION

* MGL Ch. 4, Section 7 (Clause 26): Definition of a Public Record

* MGL Ch. 30A, §§ 18-25: Open Meeting Law
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* MGL Ch. 268A: Conflict of Interest
» State Ethics Commission, www.mass.gov/ethics/

» Lee Town Code, lee.ma.us

APPENDIX B - Sample Agenda

A. Approval of Minutes

B. Announcements from the Chair
C. Citizen Open Forum

D. Hearings

E. Presentations

F. Staff Report

G. Discussions

H. Subcommittee Reports

I. Old Business — List Items

J. New Business — List Items

K. Committee Comments

L. Executive Session (if necessary)

M. Adjourn
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APPENDIX C - Sample Committee Minutes Form

Meeting Date:
CALL TO ORDER: The meeting was called to order at o’clock in the

room of Town Hall

COMMITTEE MEMBERS IN ATTENDANCE AND NAME OF CHAIR (mandatory)
COMMITTEE MEMBERS ABSENT (mandatory)

STAFF IN ATTENDANCE (mandatory)

OTHERS PARICIPATING (recommended)

OTHERS IN ATTENDANCE (optional)

COMMITTEE AGENDA (mandatory)

DISCUSSIONS — A BRIEF DESCRIPTION OF ANY DISCUSSION ITEMS (summary
mandatory)

COMMITTEE ACTION ON EACH AGENDA ITEM - BY VOTE OR CONSENSUS
(mandatory)

EXECUTIVE SESSION-Please note special protocol required for Executive Session
ADJOURNMENT (mandatory)

Voted unanimously to adjourn at  o’clock

SUBMITTED BY (mandatory)

APPENDIX D - COMMITTEE LIST

NAME OF BOARD/COMMITTEE ELECT/APPOINT STAFF LIASON (IF
APPLICABLE)

Planning Board Elect Land Use (Beth Mead)
School Committee Elect Superintendent’s office (Brenda
Bianco)

Housing Authority Elect Housing Director (Debora Pedercini)

23



Conservation Commission
Vseteka)

DPW Board

Finance Committee
Board of Registrars
Zoning Board of Appeals
Youth Commission
Greener Gateway
Cultural Council
Historical Commission
Agricultural Commission
Cable Advisory Board
Tri Town Board of Health
Bike Path Committee
Insurance Advisory
Board of Assessors

Golf Course Committee
Capital Outlay Committee
Community Development
Personnel Board

Council on Aging

School Building

Jacobs Ladder

Cemetery Commission
Sandy Beach

Energy Efficiency

Appoint (Select Board)

Appoint (Select Board)
Appoint (Moderator)

Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)
Appoint (Select Board)

24

Conservation (Kathy

DPW

CAO (Chris Brittain)
Clerk (Rachael Armstrong)
Land Use (Beth Mead)

Tri Town (Jim Wilusz)

HR (Lyndsay Patenaude)

Assessor (Sara Navin)

CAO (Chris Brittain)

HR (Lyndsay Patenaude)

COA Director (Pat Digrigoli)

Superintendent office

DPW



