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PURPOSE 
The Town of Windsor is committed to working toward the best interest of the Town and its residents. While 

committee members and employees may disagree at times, we are committed to respectful interactions 

with each other and residents as we serve in our official capacities. 

 
The purpose of this handbook is to assist the members of boards and committees of the Town. The 

handbook provides a brief description of procedures, which may be well known to many but are less familiar 

to others. It also provides information on important state statutes, such as the Conflict of Interest Law. 

 
Additional information regarding boards and committees is available in Annual Town Reports and the Town 
By-Laws. It is advisable for all committee members to review each set of the laws that pertain to their specific 
board or committee. 

 

 

Meeting 
Definition 

GENERAL PROCEDURES 

Meetings of town boards and committees are subject to Massachusetts Open Meeting Law. The 

law is based on the premise that the public is entitled to see the process of government and not 

simply it's end result. 

The Open Meeting Law, which was rewritten in General Laws c. 30A, 99 18-25, clarifies, 

strengthens, and renders stricter and more specific Open Meeting Law and increases penalties for 

its violation 

 
Under the law, a meeting occurs any time a quorum (usually a simple majority) of the members 

gets together and discusses or considers any public business or policy over which the board or 

committee has some jurisdiction or advisory power. A quorum shall not meet in private for 

purposes of deciding or deliberating toward a decision on public business unless it does so in a 

valid Executive Session. See the Open Meeting Law section below for details about Executive 

Session and Appendices A, B, and C provide guidance. Substantive discussions or deliberations on 

public business involving a quorum of members that occur via email, by telephone, or by 

sequential communications also violate the Open Meeting Law. A board or committee may only 

conduct administrative business, such as scheduling meetings and setting agendas, by phone and 

email. 

 
A board or committee meeting must be posted at least 48 hours in advance, held in public even if 

there will be no vote or decision reached. Polling of board members for a decision prior to an open 

meeting of the board or committee is illegal and in violation of the Open Meeting Law. Except in 

very specific cases spelled out in the law, the public and the press have the right to attend all 

meetings of government bodies. 

Board and Committee Officers 

Committees and boards shall annually elect a chair, vice-chair and a secretary or clerk. Newly 

formed boards or committees should elect these officers at the first meeting each fiscal year (on 

or after July 1st). It is the responsibility of the Chair to notify the appointing authority and the 

Town Clerk of changes in membership and officers. The Chair presides at all meetings, decides 

questions of order, calls special meetings, and signs official documents that require the chair's 
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signature. The Chair should also check for committee/board mail at the mailboxes in Town Hall. 
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The Chair has the same rights as other members to offer resolutions, make or second motions, discuss 

questions, and vote thereon. It is also the responsibility of the Chair to submit an Annual Report to the 

Select Board by September 1 each year. 

 
The Vice-Chair acts for the Chair whenever the Chair is absent from meetings and performs other 

necessary duties. The Secretary is responsible for taking and transcribing the committee's minutes, 

scheduling the place, date, and time of meeting and posting the meetings with the Town Clerk at least 

48 hours before a meeting (excluding Sundays and holidays). Please be aware of the Town Clerk's 

scheduled hours when sending agenda for timely posting. 

Conducting a Meeting 

A board or committee may adopt formal rules of order. Although most small committee discussions 

may seem too casual to be called debate, it is advisable for the committee to observe a minimum of 

generally accepted parliamentary procedures. Guidance by the chair and adherence to customary 

parliamentary procedures or adopted rules of order can increase efficiency as well as maintain 

objectivity. Briefly, these procedures include: 
 

• In most instances, a decision is made by a simple majority vote of those board or committee members 

present and voting at the meeting. 

• All votes must be taken in open session. They may not be made by secret ballot. 
 

The current Open Meeting Law does not require that members of the public attending a meeting be 

allowed to speak at that meeting. A board or committee may, however, allow public comment on the 

matters under discussion during a specific time at the meeting. The exception, allowing public input, is 

a board or committee hosting a "public hearing" conducted under a statute with regard to a particular 

matter (more detail below). Members of the public should be allowed to speak at a board or committee 

meeting only with the permission of the Chair. Any person may record a meeting with a tape recorder or 

any other means of audio reproduction and/or videotape equipment provided he or she announces his 

intention to do so and there is no active interference with the conduct of the meeting. 

 

Virtual Meeting Etiquette (Also Wise Advice for In-Person Meetings) 

  The worldwide pandemic has changed the way we interact. Remote/hybrid work and 

virtual meetings have become standard. With change comes challenges. As we continue to 

navigate remote work, proper virtual etiquette is essential for meaningful and collaborative 

meetings. Here are nine tips for helping create positive, productive, and professional virtual 

meetings in our ‘new normal.’ 

Be On Time Be respectful of other participants’ time and plan ahead. Make sure you are at your 

computer or phone a few minutes before the meeting starts. If you’re running late, let the 

host/team know. 

Follow Dress Code Sitting in your PJ’s during a meeting is one comfort of working from home. 

However, neither your boss nor colleagues will likely appreciate such casual attire. Best to 

adhere to your organizational dress code and sound judgment to help maintain a 

professional image. 

Tidy Your Background Your workspace in your office building should be tidy; this same 

expectation should carry over to your home office. This little bit of effort to straighten up your 

home workspace before the meeting will make a lasting impression on colleagues, 

supervisors, and potential customers/clients. 
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Avoid Multitasking Resist the temptation to multitask. If you plan to take notes, announce it 

ahead of time so participants know why you may be looking away from your screen. 
 

Use Video Feature Keeping your video on during a virtual meeting is beneficial for everyone. 
Seeing participants helps to cue others’ reactions and makes the meeting more engaging for 
everyone involved. 

Avoid Eating During Meetings There are different opinions on eating etiquette. Nevertheless, 

the majority would agree that eating during a conference, virtual or not, can detract from a 

professional image. 

Avoid Alcohol During Meetings Consuming alcohol during virtual meetings sends the 

message that alcohol and work belong together, a belief that can impact work related 

decisions, infringe upon safety, and impact others. 

Pay Attention To Mute Background noise can be distracting to other participants. When 
you’re not talking, be sure to mute yourself and unmute when you speak. 

Allow Others To Speak Taking time to pause when speaking allows others an opportunity to 

speak up and ask questions. It also helps with lag time and allows participants to catch up to 

what is being said. 

 
 

QUORUM 
Except as otherwise specified by law, a majority of the regular members of the board or 

committee constitutes a quorum. A quorum must be present at each meeting, and a decision 

ordinarily requires the supporting vote of a majority of the members present and voting. Some 

statutes require a supermajority (two-thirds) or other quantum of vote for a decision to be 

adopted. In the absence of a quorum, the Chair may designate an alternate or associate member 

to sit for the duration of the meeting. If a quorum cannot be achieved, the meeting must disband, 

and members may not discuss any board or committee business. 
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Public Hearing Process 
Some boards and committees (such as the Board of Selectmen, the Planning Board and the Zoning 

Board of Appeals) are required by Massachusetts General Laws to conduct formal public hearings 

on some issues that come before them. Others may choose to conduct a public hearing on a 

matter before them in order to receive input from the community. 

 
All formal public hearings must be conducted in accordance with Massachusetts General Laws and 

Town By-Laws. Written hearing notices, the initiation of the hearing and the conclusions of a 

hearing may have strict legal time limitations that vary with the nature of the hearing and the 

board or committee. 

 
It is recommended that all public hearings follow a formal procedure. Appendix D outlines a 

recommended process. 

 
For all hearings, the Chair or other designated person should state guidelines and time allowances 

at the outset of the hearing. Detailed minutes must be kept. All questions should be directed to the 

Chair who, in turn, may ask for a response from board or committee members, staff or a member 

of the public. 

 
It is the responsibility of the Chair to maintain order and decorum at the hearing. The Chair 

must be consistent and fair, but may put restrictions on the nature, number, and frequency 

of individual’s comments and questions. 

 
Meeting Logistics 

Depending on a board or committee’s workload, meetings may be held weekly, bimonthly, 

monthly, or less frequently. When possible, a regular meeting day, hour, and location should be 

established. Except in cases of emergency, boards and committees should not meet on weekends, 

major religious or official government holidays and on Election Day while the polls are open. In 

addition, boards and committees should not meet while Town Meeting is in session, except as 

necessary to participate in the proceedings of Town Meeting. 

 
It is the responsibility of the board or committee to provide a timely notice to the Town Clerk of 

the committee’s meetings with detailed agenda, time, date, and location by emailing them to: 

windsortownclerk@gmail.com (see Appendix A for guidance on proper posting and Appendix B for 

a sample template). The Town Clerk must post agendas at the Town Offices at least 48 hours in 

advance (Weekends and holidays excluded). Please be aware of the Town Clerk’s scheduled hours 

when sending agenda for timely posting. 

 
Meetings must be held in a place that is open to the public and accessible to persons with 

disabilities. Boards and committees should meet in a public building; meetings held elsewhere 

may give the appearance of being secret and discourage the public from attending. 

Record Keeping 

As a governmental body, each board and committee shall create and maintain accurate minutes of 

its meetings, including executive sessions, setting forth the date, time and place, the members 

mailto:windsortownclerk@gmail.com
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present or absent, a 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. The minutes of each meeting shall become a public record and be available 

to the public and available upon request by any person within 10 days. The exception is the 

records of any executive session which may remain secret as long as publication may defeat the 

lawful purposes of the executive session, but no longer. All votes taken in executive sessions shall 

be recorded roll call votes and shall become a part of the record of said executive sessions. No 

votes taken in open session shall be by secret ballot. Each board and committee shall vote to 

approve the minutes of their previous meeting at their next scheduled meeting and issue the 

approved minutes to the Town Clerk and all other interested boards and committees within 10 

working days of the approval vote. 

Public Records Law 

Massachusetts General Laws, Chapter 66, Section 10 the Public Records Law, gives a right of public 

access to “public records,” which are defined by Chapter 4, Section 7, Clause 26 to include any 

document, regardless of physical form or characteristics, made or received by a public official or 

employee to serve a public purpose, unless subject to a statutory exemption. Government records 

generated, received, or maintained electronically, including electronic mail, constitute “public 

records” under this standard. Retention and destruction of these records should follow the 

schedule specified by Massachusetts General Laws, Chapter 66, Section 8. No public records 

should be deleted or destroyed without first consulting the Town Manager. The Massachusetts 

Secretary of State’s Public Records Division also provides guidance on public records matters at 

www.sec.state.ma.us/pre/preidx.htm. 

Printed records should be filed with related files of the board or committee. There is limited 

space available at town hall for files storage. Board and committee files may be maintained 

electronically provided that the Town has a current electronic record retention plan approved 

by the Supervisor of Public Records. 

 

Use of Town Counsel 

Town Counsel provides legal services to all Town departments, boards and committees upon 

request of the Board of Selectmen. A Board or Committee Chair must make a formal request to 

the Select Board for approval to use Town Counsel. Board and Committee Members may not 

directly contact Town Counsel directly. The Board of Selectmen will coordinate the conversation. 

The request submitted to the Select Board must include the subject matter of the legal advice 

requested and any written materials to provide background information for the request. With 

certain exceptions, questions presented to and advice received from Town Counsel are ordinarily 

protected by the Town’s attorney-client privilege. That information should be labeled as such and 

segregated in the board or committee’s files to avoid inadvertent disclosure and waiver of the 

privilege. 

 

FINANCIAL PROCEDURES 

 
The purpose of this document is to provide a summary of important information to Committee Members and Employees 
regarding town financial procedures. This includes procedures related to purchases and reimbursements, specifically 
what expenses are reimbursable, under what circumstances, and the procedures to request such reimbursement. It will 
also detail the process for submitting invoices for payment. 

http://www.sec.state.ma.us/pre/preidx.htm
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Purchasing Policy (approved April 16, 2018) 
The purpose of this policy is to ensure adherence to best practice spending principles and responsible use of Town 

financial resources. All purchases must adhere to Town rules regarding taxes and other applicable requirements. 

Expenditures made in violation of this policy may result in denial of reimbursement or disciplinary action. 

 

There are three designated spending levels, with associated requirements. The levels of purchase are "Major", "Minor", 
and "Incidental". 

 
"Major" purchases are those that are over $10,000 each or aggregated over $10,000 in a fiscal year. These 
purchases require adherence to Massachusetts Procurement Law, which may require purchasing from 
preauthorized companies or utilizing the state procurement process. 

 
"Minor" purchases are those that are over $200, but less than $10,000. These expenditures require pre-
approval prior to purchase. This pre-approval can occur in one of four ways: 1) Explicit expenditure approved in 
a Town Meeting, 2) Approval by the Select Board, 3) Approved grant expenditure, or 4) Highway 
Department expenditures. 

 
"Incidental" purchases are those under $200. These expenditures do not require prior approval. 

Travel Allowance and Job-Related Expenses 

All are encouraged to make every effort to keep expenses to a minimum. Employees and Committee Members can be 

reimbursed for reasonable and necessary job-related expenses subject to budget limitations and subject to prior 

approval of the employee’s supervisor and/or the Select Board. All expenses must be compliant with Massachusetts 

General Laws and Department of Revenue guidance. 

 
Specific Guidance: 

o Reimbursement for cell phone and/or internet access is NOT considered a reasonable expense. 

o Sales tax cannot be reimbursed. 

o If a personal car is used to perform job related responsibilities, mileage will be reimbursed at the standard 

mileage rate set by the Internal Revenue Service. No allowance for mileage can exceed this amount regardless of 

the source of funds. Mileage reimbursement requires submission of an "Employee Reimbursement Form" (see 

Appendix E). Mileage calculations should be based on the shortest distance from the Town Offices to the 

destination and back (using Google maps or other mapping program). 

o Use of a personal car for job related responsibilities must be approved prior to use by the employee’s supervisor 

or Select Board. 

o Employees and/or Committee Members may request permission to attend conferences, educational programs, 

or workshops designed to improve or upgrade work related skills and abilities. Attendance must be authorized 

by the supervisor or Select Board in advance, and when authorized, reasonable and necessary expenses will be 

paid by the authorizing department’s budget subject to limitations. Registration will normally be paid in 

advance by the requesting department directly to the sponsor. Reimbursements will be dependent upon 

presentation of evidence of successful completion of the course, educational program, or workshop. 

o Every attempt should be made to purchase goods and services on open account, with a purchase order, or 

request to invoice in order to minimize the need for expense reimbursements. 

o Food expenses will only be covered if town business requires overnight travel away from home, with the 

exception of food provided as part of a conference registration. Receipts are required for reimbursement, not to 

exceed the Federal M&IE per diem rate. Liquor is not a reimbursable expense under any circumstances. 

o The Select Board is the only department authorized to purchase floral arrangements, baskets or cards for 

funerals or similar expressions of sympathy. 

o The Massachusetts Anti-Aid Amendment to the State Constitution prohibits use of municipal resources to assist 

private, or friends’ group, fundraising activities, even if the activities will benefit the municipality. 
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Procedures to Request Reimbursement — Out of Pocket Expenses 

o An "Employee Reimbursement Form" should be used (see Appendix E). 

o An original itemized receipt is required. The receipt must state a minimum of the following: 

• The provider of the service or goods 

• Dates of service and / or invoice date 

• Itemized list of what was purchased 

• Itemized amount of what is owed 

o It is recognized that in rare circumstances it may not always be possible to obtain such a receipt, e.g., a 

"Fastlane" toll. In that case, the timing, reasonableness and setting of the requested reimbursement will be 

considered. Reimbursements which are not validated with a receipt will be paid only if deemed reasonable by 

the Town Accountant, as per M.G.L. Ch. 41Sec. 56. 2.5 

o Reimbursement requests shall be made in a timely manner (at least monthly). 
 

Procedures for Processing Vendor Invoices 

o The Town Accountant processes invoices bi-weekly in accordance with the schedule for warrant approval 

designated by the Select Board. Requests for payments must be submitted on a timely basis to avoid late 

charges and to obtain any applicable payment discounts. 

o A "Vendor Warrant" form should be used (see Appendix F). Several invoices can be paid on one VIS, as long as 

the department code is the same for all invoices. 

o An original invoice or bill is required. Monthly banking or credit card statements without invoice is not 

acceptable for reimbursement. Please review the invoice for accuracy and completeness, including the 

following: 

• The provider of the service or goods 

• Dates of service and / or invoice date 

• Itemized list of what was purchased, or service received. 

• Itemized amount of what is owed 
O All invoices to be paid must be approved and signed by the Department Head or the Committee Chair. In cases 

of expenses incurred by a committee, a vote authorizing the payment of the expense must be recorded in the 

meeting minutes of the Committee. 

O The "Vendor Invoice Schedule" requires inclusion of the applicable account number. 

Grants 

The above expense and reimbursement policies also apply to departments and committees with grant funding. For 
grants requiring reimbursement from funding agencies, it is the responsibility of the department head and/or 
committee chair to submit reimbursement requests to the funding agency on at least a quarterly basis. 

 

 
STANDARDS Of CONDUCT 

 
All employees and committee members are required to adhere to all Massachusetts Law and Town Policies. These can 
be found in the Policies Handbook found on the town website. It is also expected that committee members will make 
every effort to respectfully work with residents in the course of your work. Our goal is to foster a sense of 
community, while ensuring compliance with law and policies. For the purposes of this handbook, we wanted to 
highlight some of the policies that pertain specifically to your work on committees and boards. 

Open Meeting Law 

Open Meeting Law is designed to ensure that governmental activities are conducted in public 

except in very specific situations. The Open Meeting Law applies to every meeting of a quorum of 

a governmental body if any public business over which the governmental body has jurisdiction is 

discussed or considered. The Open Meeting Law does not apply to chance meetings or social 

meetings; however, no chance or social meeting can be held to circumvent the open meeting 
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requirements. 

 
The following is a summary of the lawful manner in which meetings of boards, committees 

and sub- committees are to be conducted: 

 
O The Open Meeting Law gives the public and the press the right to attend (although not 

necessarily to participate in) all committee meetings except those portions held in 

Executive Session. 

O The law requires that notice of meetings be publicly posted at least 48 hours in advance 

(except in case of an emergency) and that minutes be taken. 

O All meetings must have a quorum of members and be open to the public. 

O No private meetings are permitted where a quorum of members discusses or deliberates 

about any matter over which the board or committee has jurisdiction. 

O  An on-site inspection of a project or program is not considered to be a “meeting” so long as 

the members do not deliberate during the inspection. A board or committee should not, 

during such an inspection, make any decisions or take any votes about matters within its 

jurisdiction. If a committee or board intends to make a decision, or take a vote while on 

such a visit, then the visit would be considered a board or committee meeting and all 

Open Meeting Law requirements must be observed, such as proper meeting posting and 

taking of minutes. 
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Email   executive session may be called for only the following purposes: 

• To discuss the reputation, character, physical condition, mental health rather 

than the professional competence of a single individual. The individual must be 

notified of such meeting, and may request that the meeting remain open; 

• To consider the discipline or dismissal of an individual or to hear charges against 

an individual. The individual must be notified of such meeting, and may request 

that the meeting remain open; 

• To discuss matters regarding collective bargaining or litigation; 

• To discuss, deployment of security personnel or security devices; 

• To investigate allegations of criminal conduct; 

• To consider matters regarding real property; 

• To comply with the provisions of any general or special law or federal grant-in-aid 

requirements; 

• To consider and interview applicants for employment by a preliminary screening committee; 

• To meet and confer with a mediators; and 

• To discuss trade secrets and confidential information provided in conjunction with 

governmental body acting as an energy supplier. 
o Executive Sessions require the following steps before going into Executive Session: 

• Open Session must be convened first; 

• The presiding officer (ordinarily the Chair) must give the purpose of an Executive 

Session. The purpose of the Executive Session must be one of the permitted 

purposes summarized above; 

• The presiding officer must indicate whether the board or committee will 

reconvene after Executive Session; 

• A majority vote is needed to go into Executive Session with the vote of each member 
recorded on a roll call vote and recorded in the minutes. 

The use of electronic mail creates certain issues related to the Open Meeting and Public Records 

laws. There is no distinction in the law between written and electronic records. As a result, it is 

likely that email messages written or received in the capacity of a board, committee or 

commission member are public records which must be made available for public inspection in the 

same manner as hardcopy documents. Use of one’s own home computer and personal email 

accounts may not exempt such communications depending on the context. In addition, the ease 

by which email messages are sent and forwarded may facilitate the improper discussion of public 

policy issues. Similar to “serial” telephone conversations, the discussion of public policy issues 

among a quorum of board or committee members via email is a violation of the Open Meeting 

Law. Employees and board and committee members acting in their official capacity should have no 

expectation of privacy in their use of electronic mail. 

It is important for boards and committees to be responsive to emails and phone calls that are 

sent to them through the official contact information on the Town of Windsor website. 

Boards or committees need to be careful not to allow replies to citizens to become discussions 

among the members in violation of the Open Meeting Law. 

The Conflict of Interest Law for Public Officials and Public Employees 

Effective September 30, 2009, legislation (Chapter 28 of the Acts of 2009) has enhanced the 

enforcement of and increased the penalties for violation of the State Ethics Act by public officials. 
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For example, the new legislation does the following: 

 
• It strictly prohibits public officials from accepting gifts of "substantial value" for 

or because of their position. 

• It increases the maximum punishment for bribery to $100,000 and 10 years   imprisonment. 

• It increases the maximum penalties for conflict of interest law violations involving gifts 

and gratuities, revolving door violations and other abuses to $10,000 and 5 years 

imprisonment. 

• It increases penalties for civil violations of the conflict of interest laws to up to 

$10,000 per violation (up to $25,000 for bribery). 

• It makes compliance with the Ethics Commission’s summons mandatory. 

• It increases the amount of time the Ethics Commission can proceed on an ethics violation 

from 3 years to 5 years. 

• It gives the Attorney General concurrent jurisdiction with the Ethics Commission to 

enforce civil violations of the conflict of interest laws. 

 
In view of the seriousness of these changes, the Board of Selectmen seeks to ensure that 

compliance is achieved by all and strongly urges all Town officials, including volunteer board and 

committee members, to familiarize themselves with the Conflict of Interest Law. 

To assist with compliance, the State Ethics Commission has posted an on-line training program on 

their website. All municipal employees and committee members must complete this training 

before beginning their work (July 1 in most cases), and each employee and/or committee 

member must present the Town Clerk with a certificate of completion. The following overview of 

the Conflict of Interest Law is excerpted from the Ethics Commission’s website 

http://www.mass.gov/ethics. 

Chapter 268A of the Massachusetts General Laws governs your conduct as a public official. 

Below are some of the general rules that you must follow. You could face civil and criminal 

penalties if you take any prohibited action. There are some exemptions to these rules, so you 

may wish to seek legal advice from the State Ethics Commission regarding how the law would 

apply in a particular situation. The term “public employee” includes both elected and appointed 

municipal employees, whether paid or unpaid, full-time, or part-time. An unpaid volunteer board 

member is considered a public employee for purposes of the conflict of interest law. 

 

In general: 

o You may not ask for or accept anything (regardless of its value) if it is offered in exchange for 

your agreeing to perform or not perform an official act. 

o You may not ask for or accept anything worth $50 or more from anyone with whom you have 

official dealings. If a prohibited gift is offered: you may refuse or return it; you may donate it to 

a non-profit organization, provided you do not take the tax write-off; you may pay the giver 

the full value of the gift; or, in the case of certain types of gifts, it may be considered "a gift to 

your public employer", provided it remains in the office and does not ever go home with you. 

You may not accept honoraria for a speech that is in any way related to your official duties. 

http://www.mass.gov/ethics
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O  You may not hire, promote, supervise, or otherwise participate in the employment of your 

immediate family or your spouse's immediate family. 

O  You may not take any type of official action that will affect the financial interests of your 

immediate family or your spouse’s immediate family. For instance, you may not participate 

in licensing or inspection processes involving a family member’s business. 

O  You may not take any official action affecting your own financial interest, or the financial 

interest of a business partner, private employer, or any organization for which you serve as an 

officer, director or trustee. For instance: you may not take any official action regarding an 

"after hours" employer, or its geographic competitors; you may not participate in licensing, 

inspection, zoning or other issues that affect a company you own, or its competitors; if you 

serve on the Board of a non-profit organization, you may not take any official action which 

would affect that organization, or its competitors. 

O Unless you qualify for an exemption, you may not have more than one job with the same 

municipality or county, or more than one job with the state. 

O Except under special circumstances, you may not have a financial interest in a contract with 

your public employer. For instance: if you are a town employee, a company you own may not 

be a vendor to that town unless you meet specific criteria, the contract is awarded by a bid 

process, and you publicly disclose your financial interest. 

O You may not represent anyone but your public employer in any matter in which your public 

employer has an interest. For instance, you may not contact other government agencies on 

behalf of a company, an association, a friend, or even a charitable organization. 

O You may not ever disclose confidential information, data or material gained or learned as 

a public employee. 

O Unless you make a proper, public disclosure -- including all the relevant facts -- you may 

not take any action that could create an appearance of impropriety or could cause an 

impartial observer to believe your official actions are tainted with bias or favoritism. 

O  You may not use your official position to obtain unwarranted privileges, or any type of 

special treatment, for yourself or anyone else. For instance: you may not approach your 

subordinates, vendors whose contracts you oversee, or people who are subject to your 

official authority to propose private business dealings. 

O  You may not use public resources for political or private purposes. Examples of "public 

resources" include office computers, phones, fax machines, postage machines, copiers, 

official cars, staff time, sick time, uniforms, and official seals. 

O  You may not, after leaving public service, take a job involving public contracts or any 

other particular matter in which you participated as a public employee. 

 
Abutting or nearby property may affect a public official’s financial interest. 

 
Under the conflict of interest law, a property owner is presumed to have a financial 

interest in matters affecting abutting and nearby properties. Thus, unless he or she can 

clearly demonstrate that he or she does not have a financial interest, a public employee 

should not take any action in his or her official capacity on matters affecting property that 

is near or directly abuts: his or her own property; property owned by a business partner; 
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property owned by any immediate family members; property owned by a private 

employer, or prospective employer; or property owned by any organization in which the 

public employee is an officer, director, partner or trustee. Otherwise, he or she risks 

violating the conflict of interest law. 

 
The following factors are considered to determine whether, in a particular situation, a 

person or organization has a financial interest in an abutting or nearby property. A 

financial interest is presumed whenever: the property directly abuts (i.e., it shares any part 

of a property line); the property is directly opposite a street, public way or private way; or 

the property is an abutter to an abutter within 300 feet of the property line; the owner of 

the property, because of an act or failure to act by the board or committee, may suffer an 

injury in fact which is different either in kind or magnitude from that suffered by the 

general public; or the matter would otherwise alter his or her property value, rights, or 

use. For example, a property owner may have an affected financial interest in matters 

involving nearby zoning decisions, zoning changes, variances, subdivision plans, 

development proposals, and roadway, sewerage or safety improvements. If a board or 

committee member encounters such a situation, he or she should either recuse him or 

herself from participation in the matter or contact the Town Administrator (413-684-

3811 ext 4) to ask for Town Counsel’s advice. 

Recusal Process 

If a member believes that s/he may face a conflict of interest or other reason that may justify 

recusal as to any particular matter, the member should immediately contact the Select Board who 

will consult with Town Counsel for advice as to the proper course of action. Some potential 

conflicts are cured by a simple disclosure form filed in advance; others are cured by a simple 

disclosure form filed in advance with and approved by the Board of Selectmen as the appointing 

authority; others cannot be waived and require recusal. It is important for the member to 

understand and follow the proper course of action before proceeding. 

 

The various disclosure forms can be found on the State Ethics Commission*s website by 

navigating through www.mass.gov. If the board or committee member is recused, he or she 

must leave the room while the matter causing the conflict is being discussed to avoid any 

appearance of exerting undue influence 

http://www.mass.gov/


16  

APPENDIX A: PUBLIC BODY CHECKLIST FOR POSTING A MEETING NOTICE 

 

Public Body Checklist for 
Posting a Meeting Notice 

Issued by the Attorney General’s Division of Open Government — September 25, 2017 
 

Notice Contents 
 

The notice contains the date, time, and location of the meeting. G.L. e. 30A, § 20(b). 
 

If the   meeting is a joint meeting of   several public bodies, the names of all bodies meeting are listed 
at the top of the notice. 

 
The notice contains all of the topics that the chair reasonably anticipates will be discussed at the 
meeting. The topics are sufficiently specific to reasonably advise the public of the issues to be discussed 
at the meeting, including executive session topics. G.L. c. 30A § 20(b); 940 CMR 29.03(1)(b). 

 

The notice is printed in a legible, easily understandable format. G.L. c. 30A, § 20(b). 
 

The date and time that the notice is posted is conspicuously recorded on or with the notice. 940 CMR 
29.03(1)(d). If the notice is amended within 48 hours ofa meeting, not including Saturdays, Sundays, 
and legal holidays, then the date and time that the meeting notice is amended must also be conspicuously 
recorded on or with the notice. 940 CMR 29.03( 1)(d). 

Notice Publication 
 

The notice is published at least 48 hours before the meeting, not including Saturdays, Sundays and legal 
holidays. G.L. c. 30A, § 20(b). 

 

The notice is posted with the proper authority: 
 

O  Local public bodies — Filed with the municipal clerk, who must post it in a location 
conspicuously visible to the public at all hours in or on the municipal building where the clerk’s 
office is located, or to the municipal website if adopted by the municipality as the 
official method of posting notices. G.L. c. 30A, § 20(c); 940 CMR 29.03. 

 

O State public bodies — Posted to a website, and a copy sent to the Secretary of State’s Regulations 
Division. G.L. c. 30A, §20(e). 

 
O  Regional public bodies — Posted in every municipality within the region, unless the public body 

has adopted an alternative notice posting method. G.L. c. 30A, § 20(c); 940 CMR 29.03. 
 

O  County public bodies — Filed with the office of the county commissioners and a copy of the 
notice is publicly posted in a manner conspicuously visible to the public at all hours in such 
place or places as the county commissioners shall designate for the purpose, unless the county 
has adopted its website as the official method for posting notices. G.L. c. 30A, § 20(c); 940 
CMR 29.03. 

 

Note that this checklist is intended as an educational guide and does not constitute proof of compliance 
with the Open Meeting Law. These checklists are updated periodically, so please check that you are 

using the most current version. For questions, please contact the Attorney General’s Division of Open 
Government at 617-963-2540 or via email at openmeeting@state.ma.us. For more information on the 

Open Meeting Law, please visit www.mass.gov/ago/openmeeting. 

http://www.mass.gov/ago/openmeeting.
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APPENDIX B: MEETING AGENDA TEMPLATE 

 

 
TOWN OF WINDSOR 

Town Clerk 
Tel (413) 684-3811 ext 1 

Fax (413)684-3806 

Email windsortownclerk@gmail.com 
 

MEETING POSTING NOTICE 
Legal posting and cancellation of meetings requires 48 hour notice 
(Not including Saturdays (as of 7/1/2010), Sundays and holidays) 

BOARD, COMMITTEE OR COMMISSION:     
 

 

    TIILE  

AGENDA BELOW 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX C: PUBLIC BODY CHECKLIST FOR CREATING AND APPROVING MEETING MINUTES 
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Public Body Checklist for 
Creating and Approving Meeting Minutes 

Issued by the Attorney General’s Division of Open Government — September 25, 2017 

 

Minutes must accurately set forth the date, time, place of the meeting, and a list of the 
members present or absent G.L. c. 30A, § 22(a). 

 

Minutes must include an accurate summary of the discussion of each subject. See G.L. c. 
 

30A, § 22(a). The summary does not need to be a transcript, but should provide enough 
detail so that a member of the public who did not attend the meeting could read the 
minutes and understand what occurred and how the public body arrived at its decisions. 

 

The minutes must include a record of all the decisions made and the actions taken at each 
meeting, including a record of all votes. G.L. c. 30A, § 22(a). 

 

The minutes must include a list of all of the documents and other exhibits used by the 
public body during the meeting. G.L. c. 30A, § 22(a). Documents and exhibits used at 
the meeting are part of the official record of the session, but do not need to be physically 
attached to the See G.L. c. 30A, §§ 22(d), (e). 

If one or more public body members participated remotely, in the meeting, the 
minutes must include the name(s) of the individual(s) participating remotely. 940 
CMR 29.10(7)(b). 

 
If one or more public body members participated remotely in the meeting, the 
minutes must record all votes as roll call votes. 940 CMR 29.10(7)(c) 

Executive session minutes must record all votes as roll call votes. G.L. c. 30A, § 22(b). 

The minutes must be approved in a timely manner. G.L. c. 30A, § 22(c). A timely 
manner" will generally be considered to be within the next three public body meetings or 
within 30  days  whichever is later, unless the public body can show good cause for 
further delay. 940 CMR 29.11(2). 
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APPENDIX D: RECOMMENDED PUBLIC HEARING PROCEDURE 

Some boards and committees have statutory requirements for public hearings. This process 

may be used in addition to the legal requirements or may be used for committees that don’t 

have statutory hearing definitions. 

 
1. Chair states guidelines and procedures including time limits and decorum. 

 
2. Where necessary, Chair states background information. 

 
3. Petitioner makes presentation. 

 
4. Information presented from Town Officials and other boards or committees. 

 
5. Board or committee members question petitioner. 

 
6. Public directs questions and comments through the Chair. 

 
7. The hearing may be continued to another session with a specific date, time and 

place announced at the hearing. 

 
8. Once all facts, testimony, and opinions have been heard, the Chair closes the public hearing. The 

board or committee begins deliberation in an Open Meeting session. Motions may be made, and 
votes may be taken at the board or committee’s discretion. The board or committee ultimately votes 
a decision on the application. The decision usually has a set deadline. A decision usually 
entails a vote of approval, disapproval, or approval with conditions. Conditions and a rationale for 
the decision should be clearly spelled out and be based on information given at the hearing, state 
law, town reports and studies, and other town planning documents. Decisions may not be arbitrary 
and capricious or based on legally untenable grounds. 



 

APPENDIX E: EMPLOYEE REIMBURSEMENT FORM 

TOWN OF WINDSOR 
MONTHLY/WEEKLY 

SCHEDULE OF DEPARTMENTAL PAYMENTS TO TREASURER 
Prepared by:    

   DEPT   DATE    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

No.   
 

To the Town Treasurer: 
 

Received of 

 

 

for the    

 

of this date, filed in my office. 

the sum of 

 

 

  , for collections as per schedule 

Town Treasurer 

 

  

 

CHES  
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

    

    

    

    

    

    

    

    

    

    

 

 

 



 

 
 
 

July September 

Late Fall 

December January 

 

March 

APPENDI
X G: 
CALEND
ARS 
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for the coming year Annual Reports Due 

Oversight meetings with each Board and Committee 

Annual Report Published 

Proposed budget submitted to Select Board and 
Finance Committee 

Budget voted by the Select Board 

Budget voted by the Finance Committee 



 

 

3 weeks before ATM Warrant to legal for review 

2 weeks before ATM Warrant signed and posted on website and public places 

1“ Monday in May Annual Town Meeting 

2’ d Monday in May Town Elections 
 
 
 
 

Official State Holidays 
 

Massachusetts legal holidays are defined on the state website: 

http://www.sec.state.ma.us/cis/cishol/holidx.htm. 

 
The current list of official state holidays is: 

o New Year’s Day - January first 

o Martin Luther King Jr. Birthday - Third Monday in January 
o Washington’s Birthday - Third Monday in February 

o Patriot‘s Day - Third Monday in April 
o Memorial Day - Last Monday in May 
o Juneteenth-June 19 
o Independence Day - July 4th 
o Labor Day - First Monday in September 
o Columbus Day - Second Monday in October 
o Veterans’ Day - November 11th 

o Thanksgiving Day - Fourth Thursday in November 
o Christmas Day - December 25th 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.sec.state.ma.us/cis/cishol/holidx.htm


 

Town of Windsor  

Schedule of Departmental Bills Payable 
             

Department:   
 

Vendor Name W9
* 

Invoice # Invoice 
Date 

Account 
# 

Account Title 

      

      

      

      

      

*W9 required in current fiscal year  
 
 
To the Accountant: I hereby certify that the goods, materials, and services listed above as charges are in accordance with Massachusetts General Laws, 
Chapter 44, Chapter 41 Section 56 and 30B, and that such goods and materials were delivered, and that the services were actually rendered to or for the 
Town. I (certify that the above listed charges are correct and properly chargeable against that appropriation and object accounts designated, and that all 
provisions of statue, by-law and regulations governing the disbursement of municipal funds have been complied with. I hereby request that the above-
named bills be placed on the warrant for payment. 
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Warrant Date:    
 
 

Authorized Signature Approval:  
 


