




















 

Appointed by: SELECT BOARD 
Members: TBD 
Length of Term: 1 YEAR 
Charge Approved: AUGUST 8, 2022 
Charge Amended: -- 

Mission 
The mission of the EDC will be to seek to improve the community’s quality of life through an expanded 
local business base that respects and contributes to Paxton’s community character and improves the 
economic well-being of all its residents. 

Economic development policies will seek to create local servicing of resident’s needs, increased local 
employment opportunities, and other benefits that have been identified by the community.  Paxton will seek 
to create a supportive environment for local businesses and mutually supportive relationships among 
businesses, residents, and Town government. 

Economic development efforts will be planned to avoid or mitigate impacts that would detract from 
Paxton’s character and rural setting.  Business development and expansion should contribute to community 
life and serve community needs, fit in Paxton’s small town setting, be environmentally friendly, not strain 
local service capacity, and build upon and foster Paxton’s special attributes, which include: 

• Small rural atmosphere 
• Route 56, Route 122, Scenic Byways, and easy access to Worcester 
• Open space and undeveloped land 
• Low tax rate and affordability 
• Proximity to business activity in Worcester and neighboring communities. 

Membership: 
Seven voting and two non-voting members, to include: 

4 Town Business Owners (Agricultural/Farm; Retail; Home Office; other); 
2 Residents; 
1 Planning Board Member (Ex-Officio); 
1 Town Administrator (Non-voting); 
1 Finance Committee Member (Non-voting) 

Deliverable(s): 
Study of Current Businesses in Town – completed by June 30, 2023, to include: 

a. Compiled list of all businesses (in home/store fronts) in Town 
b. Surveys and Interviews of all business owners, to include, at minimum (years in town, 

what is going well in Paxton, what roadblocks that have ran into) 
c. Survey of Town’s residents to include what services they purchase in Paxton, what 

services they purchase in near by towns, what services they wish to see in Paxton. 

COMMITTEE CHARGE 
Committee: PAXTON ECONOMIC DEVELOPMENT COMMITTEE (EDC) 



































The Town of Paxton is an Equal Opportunity Provider and Employer

July 10, 2023 

RE: Sole Source Justification – 24-06 VADAR 

To Whom it May Concern: 

As the Chief Procurement Officer for the Town of Paxton, in accordance with Chapter 30 B S 7, 
I declare that there is a need for a sole source procurement for procurement FY25-06 for 
Financial Accounting Software.   

Contractor’s Name: 

Contract Term: 

Contract Amount: 

VADAR Systems

July 1, 2023- June 30, 2026 

$42,044.47 

Basis of Determination: The Town currently uses, and has used since transitioning 
from paper and pen approximately 20 years ago, VADAR, for 
our Town’s financial accounting software platform.  It would 
be cumbersome and cost prohibitive to change the Town’s 
financial software.   

After a reasonable investigation, VADAR is the only potential bidder that offers this software 
and is therefore the only one practicable source for the required supply is VADAR.   

Sincerely, 

Heather M. Munroe 
Town Administrator, CPO 

TOWN OF PAXTON 
697 Pleasant Street, Paxton, MA  01612 

(508) 754-7638 Ext 20 Fax: (508) 797-0966
Heather Munroe, Town Administrator

hmunroe@townofpaxton.net 





   
 

   
 

TOWN OF PAXTON 
697 Pleasant Street, Paxton, MA  01612 

 (508) 754-7638 Fax: (508) 797-0966 
 

 
PUBLIC COMMENT POLICY – SELECT BOARD MEETINGS 
 

Applies to: Select Board Meetings 
Select Board Original Adoption:  
Amended on: -- 
Last Reviewed by the Select Board: -- 

 
1.0 Policy Statement 

To offer residents the opportunity to provide public comments during Select Board 
Meetings on matters within the scope of the Board’s Authority.   

   
2.0 Reason for the Policy 

The Paxton Select Board encourages all residents to attend its meetings and welcomes their 
views on matters within the Board’s jurisdiction whether expressed in person, by phone or 
by written communication. Civility is encouraged when addressing the Board during Public 
Comment. 

  
3.0 Scope of Policy 

All regular and special meetings of the Select Board shall be open to the public and shall 
conform to the Open Meeting Law of the Commonwealth of Massachusetts (M.G.L Ch. 
30A, §20). The public shall be precluded from attending an executive session meeting of the 
Select Board for reasons pursuant to M.G.L Ch. 30A §21. 

 
4.0 Who does this policy apply to? 

Anyone who is attending, whether in person or virtually, a Paxton Select Board meeting. 
 

5.0 Who is responsible for enforcing this policy? 
The Chair of the Paxton Select Board is the designated individual who presides over the 
meetings.  

 
6.0 Policy 

6.1 Responsibility of Select Board Chair 
 

Pursuant to M.G.L Ch. 30A §20(g), no person shall address a meeting of a public body 
without permission of the Chair, and all persons shall, at the request of the Chair, be 
silent. 

 
The Chair shall have the right to rule a person out of order if said person: 
- Speaks out of order; 
- Engages in other disorderly conduct during a meeting; and/or 

 



   
 
 
 

 
 
 

- Attempts to address a matter that is not within the public body’s scope of 
authority and responsibility. 

 
6.2 Procedure for General Public Comments 

6.2.1 Public comment will occur at each business meeting held in open session 
after the agenda section Select Board Correspondence, except as 
otherwise determined by the Chair. Public comment shall not be included 
in meetings that include open session only for voting to enter executive 
session or at board workshops. The public comment period shall not 
address matters related to public hearings included on the Board’s 
agenda. 
 

6.2.2 A speaker or group/ organization will be allowed to offer public 
comment once per meeting and shall be limited to speaking once per 
month on the same topic. The order of speakers will be randomly 
assigned by staff prior to the meeting. 

 
6.2.3 The public comment period is not to exceed 15 minutes to allow the 

Board to complete its required business in a timely manner. Comments 
will be limited to 3 minutes per person/group, allowing a maximum of 5 
speakers per meeting. Verbal comments will be curtailed by the Chair 
once they exceed the time limits. 

 
6.2.4 There will be a limit of two speakers from a group or organization whose 

members wish to speak on the same topic. Group members are 
encouraged to consolidate their remarks and/or select a spokesperson to 
comment during the public comment period. 

 
6.2.5 Speakers will begin their remarks by stating their first and last name, 

address, and affiliation (group, organization, etc.) for the record. All 
remarks will be addressed through the Chair of the meeting. 

 
6.2.6 Speakers may not assign their time to another speaker, and in general, 

extensions of time will not be permitted. However, speakers who require 
reasonable accommodations for a speech-related disability or who 
require language interpretation services may be allotted a total of five (5) 
minutes to present their material.  

 
6.2.7 The Chair reserves the right to terminate speech which is not 

Constitutionally protected because it constitutes true threats, incitement 
to imminent lawless conduct. 

 
6.2.8 Written comments may be presented to the Board of Selectmen before or 

after the meeting for review and consideration by members of the Board 



   
 
 
 

 
 
 

at an appropriate time. Written comments shall include the individuals 
first and last name and address. 

 
6.3 Response to Public Comments 

6.3.1 Upon closing of the General Public Comment period, further public 
comments shall not be heard. 
 

6.3.2 The Public Comment Period is not a time that any individual or group 
may question any member of the Board of Selectmen concerning a 
particular course of action pending or upcoming. This time will not be 
used for any debates by an individual or group concerning the Board’s 
previous actions and decisions or pending and upcoming matters. The 
Select Board will generally listen rather than respond to comments, 
except under extenuating circumstances and only if the Chair permits. 

 
6.3.3 Public comments related to repairs, maintenance, safety issues or general 

information will be referred to the appropriate department through the 
Town Administrator. 

 











Current % Complete 40%

# Goal Description Due Date TOTAL 
Elements

2023 
Elements

Timely Elements 
Completed

% 
Complete

A Transparency & 
Communication

The Town Administrator will work with the Select Board to foster an 
environment that is transparent and where information is readily accessible 
on the Town's Website no later than June 30, 2023.

6/30/2023 7 7 1 14%

B Streamline Operations The TA will work with departments to streamline processes, review current 
fee schedules, and consolidate information before December 30, 2024.

12/31/2023 7 7 2 29%

C Complete Grant Projects To complete all four outstanding open grant projects by December 31, 2023. 12/31/2023 4 3 2 67%

D Complete Procurement 
Projects

To complete all eleven outstanding open grant projects by September 30, 
2023.

9/1/2023 11 11 7 64%

E Prepare Changes for 
Annual Town Meeting

The TA will work with appropriate departments to: offer a replacement of 
Town Accepted Street lists; compiled bylaws with outdated sections removed; 
revised revolving fund bylaw to include inspectional services, update 
recreation, and add trash services before Town Warrant closes on March 27, 
2023.

4/1/2026 6 6 6 100%

F FY24 Budget Work with all departments and Fin Com to produce transparent budget with 
consolidation and efficiencies by May 1, 2023. 5/1/2023 9 9 6 67%

G Charter
Work with the Select Board, Departments, and Community to start working on a review of 
the Special Act (Town Charter) and submit a final document to the Select Board for review 
and to move forward to ATM in May of 2024.

2/1/2024 7 5 1 20%

H SB Materials
Work on Select Board materials being compiled and submitted online for 
review 48 hours in advance of SB meetings by June 30, 2023. 5/1/2023 4 4 4 100%

I DPW Building 

Work with DPW Building Committee to come up with a plan for, strategize, 
and prepare financial strategy for funding a new DPW Building.  Address 
current issues to make DPW building work while waiting.  Complete by 
06/2026

6/30/2026 6 4 1 25%

J EDC
Assist the Economic Development Committee with their charge and 
prodcuing their deliverables by June 30, 2023. 6/30/2023 3 3 2 67%

K Consistency 
Work with all to establish practices and procedures to create consistancy 
amongst departments and employees where applicable in at least five areas 
before the end of December 2024.

7/1/2025 5 3 1 33%

L Technology, Security
Work with staff to comply with revised cybersecurity regulations, create IT 
equipment inventory, create IT replacement plan, and evaluate for 
efficiencies by December 2023.

6/30/2023 8 8 1 13%

M Applications and Fees
RReview Select Board applications and fee schedule.  Work with Exec Assisant 
to add all applications to the Town's View Permit site and update all fees to 
electronic payment option no later than July 1, 2023.

7/1/2023 3 3 0 0%

N Employee Satisfaction & 
Engagement

Seek to promote a positive workplace environment where staff feel valued 
and respected, assesses and implementing three non-monetary ways to 
improve satisfaction, complete by December 30, 2023.

12/31/2023 4 4 0 0%

O Comply with FY22 Audit 
Recommendations 

Review financial audit and implement suggested changes no later than June 
30, 2024.

6/30/2024 10 5 2 40%

P Workforce Development 

Provide a performance review of all department heads, pursuant to Town 
Policies, and identify opportunities for employee development including 
recommending and supporting available training, certification and/or further 
education no later than December 30, 2023.

12/30/2023 8 8 0 0%

TOTAL 102 90 36 40%

TOWN ADMINISTRATOR GOALS
Feb 2023 - Dec 2023

Last Updated: 7/7/2023 7:12 AM



The Town of Paxton is an Equal Opportunity Provider and Employer 

Select Board Goals 
FY2023 

Approved: December 12, 2022 
Status Update: July 1, 2023 

(Green Highlights are completed) 
 
Section 1 
 

1. To be responsive to all requests that come before the Selectboard prior to the next 
meeting. 

 
2. Where possible to respond to request for signatures on Town documents within two 

business days period.  
 

3. Routinely connect with the Town Administrator on a weekly basis.   
 
 As of 03.2023 Update - TA has scheduled meeting with Carol each Monday, 

regularly calls Julia on Wednesdays, and checks in with Kirk on Fridays. 
 

4. To connect with your liaison assignments on a quarterly basis. 
 

5. To attend at least 50% of town sponsored community events. 
 

6. Invite the school committee representatives to a Select Board meeting on a quarterly 
basis.    

 
7. Hold a joint meeting with the Finance Committee in advance of the FY24 budget season 

to work on directives for the upcoming year.  
 
 As of 03.2023 Update - Completed on February 13, 2023. 

 
8. Hold a joint meeting with the Capital Improvement Committee to receive FY24 capital 

requests and then the Select Board will decide what funding methods should be used.  
 
 As of 03.2023 Update - Scheduled for April 24, 2023. 

 
 
 
 

TOWN OF PAXTON 
697 Pleasant Street, Paxton, MA  01612 

 (508) 754-7638 Ext 20 Fax: (508) 797-0966 
 
 
 



The Town of Paxton is an Equal Opportunity Provider and Employer 

Section 2 
 

1. Establish and appoint a Charter Review Commission no later than March of 2023 with an 
interim report due from the Commission by December of 2023.  
 
 As of 03.2023 Update – Select Board discussed having each Board member 

review the Charter and to have all Boards, Committees, and Commissions notified 
that this will be reviewed, in order to submit thoughts. 

 
Section 3 
 

1. Invite Boards and Committees to a Select Board meeting for a brief update on their work.  
These will be scheduled by groups for the first meeting of each month with committees 
reporting to the Select Board twice a year.   

a. January and July – Land use, Conservation Commission, Planning Board, Zoning 
Board of Appeals.  

 As of 03.2023 Update - January Meeting took place. 

 As of 07.2023 Update – July Meeting is scheduled.  

b. February and August – Library, COA and Recreation.   

 As of 03.2023 Update - February meeting took place. 

c. March and September – Assessors, Finance Committee, Capital Improvement 

d. April and October, Board of Health, Board of Registrars 

 As of 07.2023 Update - April meeting took place. 

e. May and November – Historical Commission, Cemetery, Cable Committee  

 As of 07.2023 Update - May meeting took place. 

2. Improve consistency of role of a select person  

a. Work toward a Selectboard handbook  

 As of 03.2023 Update – Julia will be working on collecting materials to build a 
document that is more specific to our Town than the MMA Select Board manual.  

b. Define liaison positions  

3. Formalize the budgeting process. 

a. Set policy defining the selectboard’s role in the budgetary process. 

b. Consider setting an annual timeline.   



The Town of Paxton is an Equal Opportunity Provider and Employer 

 As of 03.2023 Update - Annual Calendar drafted and approved by SB, Capital, 
and Fin Com. With a change of the ATM, a revised calendar is in the works. 

c. Work with finance at the outset of budget season to communicate expectations to 
departments.   

 As of 03.2023 Update - Joint meeting held with Fin Com to discuss FY24 budget 
and annual budget notice issued to departments after SB approval. 

4. Establish an Economic Development Committee  

a. Support the committee’s charge and invite the committee to review progress 
quarterly.   

 As of 03.2023 Update - Committee established by SB.  Committee has next 
meeting in end of March.  Will need to invite chair into SB meeting early April. 

 As of 07.2023 Update – Committee configuration was revoted in June by SB and 
volunteer applications are now being received.  

5. Seek to improve townwide communication  

a. As of 03.2023 Update – The Town regularly utilizes the Electronic Signs, Code 
Red, and the Town Website.  Cable Committee has done a great job with getting 
the messages out.  The SB and Fin Com meetings are now broadcast at the Public 
Safety Building. 

6. Support efforts to define communication plan for daily events vs. emergency situations. 
Seek to improve transparency 

a. Make selectboard packets readily accessible to the public 

 As of 07.2023 Update – SB packets have been made available to the public in 
advance of the meetings since March 27, 2023 and for most subsequent meetings 
when relevant.  

b. Utilize resident surveys where appropriate  

7. Seek to support townwide initiatives which enhance efficiency 

8. Seek to support initiatives to improve town information technology, safety and security 

9. Set goals for the Town Administrator by December 31, 2022, with list to Donna by           
November 15, 2022.  

 As of 03.2023 Update -  Completed and approved by SB in February 2023. 

 

 

 



The Town of Paxton is an Equal Opportunity Provider and Employer 

Section 4 

1. Once the Town Administrator has reviewed and updated the fee schedule for licenses in 
the Select Board office, they can be presented to the Select Board for review.  Then we 
can the application. Have forms that do not require payment available by April 1st and 
forms with payment by July 1st.   

 



   
 

   
 

TOWN OF PAXTON 
697 Pleasant Street, Paxton, MA  01612 
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SELECT BOARD APPOINTMENT TO BOARDS, COMMITTEES, 
COMMISSIONS 
 

Applies to: Boards, Committees, Commissions appointed by the 
Select Board 

Select Board Original Adoption:  
Amended on: -- 
Last Reviewed by the Select Board: -- 

 
1.0 Policy Statement 

The Select Board appoints the majority of the Town’s Committees; state statutes outline 
the powers and duties of many Committees; mission statements and Committee charges 
adopted by the Select Board further define the Committees’ work. This policy focuses 
primarily on Select Board appointments, and joint appointments by the Select Board and 
another elected Board to a vacancy. 

  
2.0 Reason for the Policy 

This policy shall provide guidance and consistency for interested parties, vacancies, and 
Boards, Committees, and Commissions for how vacancies in volunteer positions will be 
advertised, applied for, and appointed.  

  
3.0 Scope of Policy 

This policy shall cover the notice of volunteer committee positions, vacancies, advertisement 
process and procedure, appointments, and re-appointments. 

 
4.0 Who does this policy apply to? 

This policy shall cover all committee appointments that are under the jurisdiction of the 
Select Board and all joint appointments with other elected bodies when a vacancy between 
elections shall arise. 

 
5.0 Who is responsible for enforcing this policy? 

The Select Board is responsible for enforcing this policy. 
 

6.0 Definitions 
Committee: shall include all committees, boards, and commissions alike where the Select Board 
is the appointing authority.   
 
Joint appointments: shall mean any joint vote that is required of both the Select Board 
and another elected body to fill a vacancy that resulted in a failure to elect after a Town 
Election or as a result of a vacancy.  These appointments, under law, will only hold until 

 



   
 
 
 

 
 
 

the next annual election. 
 

7.0 Policy 
7.1 Notice of Vacancy.  The Town Administrator shall be notified of all vacancies as 

soon as they are official. 
7.2 Publication of Vacancy.   

7.2.1 When.  Once notice of said vacancy is received by the Town 
Administrator, they shall create an advertisement for such position within 
five business days. 

7.2.2 What. The notice shall, at a minimum, include: a brief description of the 
Committee; composition of the Committee; if residency and/or voter 
status required; identification of appointing authority; expected time 
commitment for position; and date of requested deadline for Volunteer 
Applications. 

7.2.3 Where.  The notice shall be posted at Town Hall, on the Town’s 
Website, and on any other relevant social media platform or professional 
page as may be deemed helpful. 

7.2.4 Length of Time.  The vacancy shall be posted for a minimum of ten 
business days.   

7.3 How to Apply.   
7.3.1 Application. To apply for a vacancy, any interested party, shall complete 

a volunteer application. 
7.3.2 Submission.  Applications shall be returned to 

volunteer@townofpaxton.net or in person to: Select Board Office, 697 
Pleasant Street, Paxton, MA 01612. 

7.3.3 Redaction.  The Town Administrator, or their designee, shall cause all 
personal contact information to be redacted from the public volunteer 
application. 

7.3.4 Dissemination.  Once the deadline has occurred, the Town 
Administrator shall send all redacted applications to the Chair of the 
Committee with a vacancy. 

7.3.5 Review.  The Select Board shall receive all applications for an open 
vacancy at their next meeting on/following the deadline for that 
Committee’s vacancy. 

7.3.6 Interview before the Board.  The Select Board Chair shall decide on 
whether it is appropriate to have the candidate(s) for a particular vacancy 
present before the Select Board at an open meeting.  If deemed 
necessary, the candidate(s) shall be given at least 2 business day’s notice. 

7.3.7 Appointment.  The Select Board shall vote to appoint a candidate to a 
vacancy including the following in their vote(s): the candidate’s name, 
Committee appointed to, and expiration date of the appointment.   

mailto:volunteer@townofpaxton.net


   
 
 
 

 
 
 

7.3.8 Unappointed Candidates.  The applications of volunteers who are not 
selected to fill a vacancy, or those who request to fill an unopen spot, will 
be kept on file at the Select Board’s Office for two fiscal years. 

 
7.4 Appointed Member. 

7.4.1 Notice of Appointment. Within two business days of the Select Board 
appointment, the Executive Assistant shall notify the candidate, the 
Town Clerk, and the Chair of the Committee of said appointment.  

7.4.2 Conflict of Interest MGL Ch 268A.  As an appointed Committee 
member, a volunteer is considered a Municipal Employee and required to 
read a summary of the Conflict of Interest and take the online Conflict of 
Interest training within two weeks of appointment. 

7.4.3 Open Meeting Law, MGL Ch 30A§§18-25.  A Committee member is 
required to read the Open Meeting Law Guide within 30 days of 
appointment. 

7.4.4 Swearing in by the Town Clerk.  Within two weeks of appointment, the 
Committee Member is required to be sworn in by the Town Clerk’s 
Office. 

8.0 Attachments 
8.1 Volunteer Application. To be completed and signed by interested 

volunteers for all Committee Vacancies. 
 
 
 
 



The Town of Paxton is an Equal Opportunity Provider and Employer

July 10, 2023 

RE: Sole Source Justification – 24-06 VADAR 

To Whom it May Concern: 

As the Chief Procurement Officer for the Town of Paxton, in accordance with Chapter 30 B S 7, 
I declare that there is a need for a sole source procurement for procurement FY25-06 for 
Financial Accounting Software.   

Contractor’s Name: 

Contract Term: 

Contract Amount: 

VADAR Systems

July 1, 2023- June 30, 2026 

$42,044.47 

Basis of Determination: The Town currently uses, and has used since transitioning 
from paper and pen approximately 20 years ago, VADAR, for 
our Town’s financial accounting software platform.  It would 
be cumbersome and cost prohibitive to change the Town’s 
financial software.   

After a reasonable investigation, VADAR is the only potential bidder that offers this software 
and is therefore the only one practicable source for the required supply is VADAR.   

Sincerely, 

Heather M. Munroe 
Town Administrator, CPO 

TOWN OF PAXTON 
697 Pleasant Street, Paxton, MA  01612 

(508) 754-7638 Ext 20 Fax: (508) 797-0966
Heather Munroe, Town Administrator

hmunroe@townofpaxton.net 
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PUBLIC COMMENT POLICY – SELECT BOARD MEETINGS 
 

Applies to: Select Board Meetings 
Select Board Original Adoption:  
Amended on: -- 
Last Reviewed by the Select Board: -- 

 
1.0 Policy Statement 

To offer residents the opportunity to provide public comments during Select Board 
Meetings on matters within the scope of the Board’s Authority.   

   
2.0 Reason for the Policy 

The Paxton Select Board encourages all residents to attend its meetings and welcomes their 
views on matters within the Board’s jurisdiction whether expressed in person, by phone or 
by written communication. Civility is encouraged when addressing the Board during Public 
Comment. 

  
3.0 Scope of Policy 

All regular and special meetings of the Select Board shall be open to the public and shall 
conform to the Open Meeting Law of the Commonwealth of Massachusetts (M.G.L Ch. 
30A, §20). The public shall be precluded from attending an executive session meeting of the 
Select Board for reasons pursuant to M.G.L Ch. 30A §21. 

 
4.0 Who does this policy apply to? 

Anyone who is attending, whether in person or virtually, a Paxton Select Board meeting. 
 

5.0 Who is responsible for enforcing this policy? 
The Chair of the Paxton Select Board is the designated individual who presides over the 
meetings.  

 
6.0 Policy 

6.1 Responsibility of Select Board Chair 
 

Pursuant to M.G.L Ch. 30A §20(g), no person shall address a meeting of a public body 
without permission of the Chair, and all persons shall, at the request of the Chair, be 
silent. 

 
The Chair shall have the right to rule a person out of order if said person: 
- Speaks out of order; 
- Engages in other disorderly conduct during a meeting; and/or 

 



   
 
 
 

 
 
 

- Attempts to address a matter that is not within the public body’s scope of 
authority and responsibility. 

 
6.2 Procedure for General Public Comments 

6.2.1 Public comment will occur at each business meeting held in open session 
after the agenda section Select Board Correspondence, except as 
otherwise determined by the Chair. Public comment shall not be included 
in meetings that include open session only for voting to enter executive 
session or at board workshops. The public comment period shall not 
address matters related to public hearings included on the Board’s 
agenda. 
 

6.2.2 A speaker or group/ organization will be allowed to offer public 
comment once per meeting and shall be limited to speaking once per 
month on the same topic. The order of speakers will be randomly 
assigned by staff prior to the meeting. 

 
6.2.3 The public comment period is not to exceed 15 minutes to allow the 

Board to complete its required business in a timely manner. Comments 
will be limited to 3 minutes per person/group, allowing a maximum of 5 
speakers per meeting. Verbal comments will be curtailed by the Chair 
once they exceed the time limits. 

 
6.2.4 There will be a limit of two speakers from a group or organization whose 

members wish to speak on the same topic. Group members are 
encouraged to consolidate their remarks and/or select a spokesperson to 
comment during the public comment period. 

 
6.2.5 Speakers will begin their remarks by stating their first and last name, 

address, and affiliation (group, organization, etc.) for the record. All 
remarks will be addressed through the Chair of the meeting. 

 
6.2.6 Speakers may not assign their time to another speaker, and in general, 

extensions of time will not be permitted. However, speakers who require 
reasonable accommodations for a speech-related disability or who 
require language interpretation services may be allotted a total of five (5) 
minutes to present their material.  

 
6.2.7 The Chair reserves the right to terminate speech which is not 

Constitutionally protected because it constitutes true threats, incitement 
to imminent lawless conduct. 

 
6.2.8 Written comments may be presented to the Board of Selectmen before or 

after the meeting for review and consideration by members of the Board 



   
 
 
 

 
 
 

at an appropriate time. Written comments shall include the individuals 
first and last name and address. 

 
6.3 Response to Public Comments 

6.3.1 Upon closing of the General Public Comment period, further public 
comments shall not be heard. 
 

6.3.2 The Public Comment Period is not a time that any individual or group 
may question any member of the Board of Selectmen concerning a 
particular course of action pending or upcoming. This time will not be 
used for any debates by an individual or group concerning the Board’s 
previous actions and decisions or pending and upcoming matters. The 
Select Board will generally listen rather than respond to comments, 
except under extenuating circumstances and only if the Chair permits. 

 
6.3.3 Public comments related to repairs, maintenance, safety issues or general 

information will be referred to the appropriate department through the 
Town Administrator. 
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	Amended on:
	--
	Last Reviewed by the Select Board:
	1.0 Policy Statement
	2.0 Reason for the Policy
	This policy shall provide guidance and consistency for interested parties, vacancies, and Boards, Committees, and Commissions for how vacancies in volunteer positions will be advertised, applied for, and appointed.
	3.0 Scope of Policy
	This policy shall cover the notice of volunteer committee positions, vacancies, advertisement process and procedure, appointments, and re-appointments.
	4.0 Who does this policy apply to?
	5.0 Who is responsible for enforcing this policy?
	6.0 Definitions
	7.0 Policy
	7.1 Notice of Vacancy.  The Town Administrator shall be notified of all vacancies as soon as they are official.
	7.2 Publication of Vacancy.
	7.2.1 When.  Once notice of said vacancy is received by the Town Administrator, they shall create an advertisement for such position within five business days.
	7.2.2 What. The notice shall, at a minimum, include: a brief description of the Committee; composition of the Committee; if residency and/or voter status required; identification of appointing authority; expected time commitment for position; and date...
	7.2.3 Where.  The notice shall be posted at Town Hall, on the Town’s Website, and on any other relevant social media platform or professional page as may be deemed helpful.
	7.2.4 Length of Time.  The vacancy shall be posted for a minimum of ten business days.
	7.3 How to Apply.
	7.3.1 Application. To apply for a vacancy, any interested party, shall complete a volunteer application.
	7.3.2 Submission.  Applications shall be returned to volunteer@townofpaxton.net or in person to: Select Board Office, 697 Pleasant Street, Paxton, MA 01612.
	7.3.3 Redaction.  The Town Administrator, or their designee, shall cause all personal contact information to be redacted from the public volunteer application.
	7.3.4 Dissemination.  Once the deadline has occurred, the Town Administrator shall send all redacted applications to the Chair of the Committee with a vacancy.
	7.3.5 Review.  The Select Board shall receive all applications for an open vacancy at their next meeting on/following the deadline for that Committee’s vacancy.
	7.3.6 Interview before the Board.  The Select Board Chair shall decide on whether it is appropriate to have the candidate(s) for a particular vacancy present before the Select Board at an open meeting.  If deemed necessary, the candidate(s) shall be g...
	7.3.7 Appointment.  The Select Board shall vote to appoint a candidate to a vacancy including the following in their vote(s): the candidate’s name, Committee appointed to, and expiration date of the appointment.
	7.3.8 Unappointed Candidates.  The applications of volunteers who are not selected to fill a vacancy, or those who request to fill an unopen spot, will be kept on file at the Select Board’s Office for two fiscal years.
	7.4 Appointed Member.
	7.4.1 Notice of Appointment. Within two business days of the Select Board appointment, the Executive Assistant shall notify the candidate, the Town Clerk, and the Chair of the Committee of said appointment.
	7.4.2 Conflict of Interest MGL Ch 268A.  As an appointed Committee member, a volunteer is considered a Municipal Employee and required to read a summary of the Conflict of Interest and take the online Conflict of Interest training within two weeks of ...
	7.4.3 Open Meeting Law, MGL Ch 30A§§18-25.  A Committee member is required to read the Open Meeting Law Guide within 30 days of appointment.
	7.4.4 Swearing in by the Town Clerk.  Within two weeks of appointment, the Committee Member is required to be sworn in by the Town Clerk’s Office.
	8.0 Attachments
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	Public Comment Policy – Select Board Meetings

	Select Board Meetings
	Applies to:
	Select Board Original Adoption:
	--
	Amended on:
	--
	Last Reviewed by the Select Board:
	1.0 Policy Statement
	2.0 Reason for the Policy
	3.0 Scope of Policy
	4.0 Who does this policy apply to?
	5.0 Who is responsible for enforcing this policy?
	6.0 Policy
	6.3 Response to Public Comments




