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OPEN-MEETING POSTING AND MINUTES POLICIES
POLICY ON POSTING MEETING NOTICES, AGENDAS AND MINUTES

The Town Manager is responsible to manage the distribution and compliance with this
section of the Policy for all appointed and elected town officials.

Posting a Meeting

Meeting Notices and Agendas must meet the requirements of Massachusetts General Law
and Open Meeting Law. be i 48 i i

arrangements to be sure your posting is made in an adequate amount of time. Fhe Fown

bemet: It is the responsibility of the Chair of the public body to insure their meeting is
posted accurately and timely.




Public Hearings

Notice and conduct of Public Hearings must be made as required by Massachusetts

General Law. Hyou-are-a-member-of apublic body such-as-the Select Board, Planning

Cancelled, Postponed, or Relocated Meetings.

If a meeting is cancelled or moved to another location, the Town Clerk shall be informed
as soon as practical, so that the Official Meeting Calendar may be revised. It is suggested
that a sign be posted on the meeting room door and on the entrance door to the building
informing the public of the changes.

Meeting Minutes

an accurate recording of the meeting logistics, topics discussed, and actions taken by the
public body. Content must include all information as required by Massachusetts Generl
Law and the Open Meeting Law, and including the filing of documents referenced in the
meeting.




The timing for producing meeting minutes is outlined in Massachusetts General Law and
Open Meeting Law.

Upon confirming that the final minutes document reflects what was approved, the public
body designee responsible for the minutes shall insure they are posted appropriately.
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Executive Session Minutes

Minutes from an executive session may be withheld if the lawful purpose for conducting
an executive session would be defeated. Such minutes should be withheld from public
disclosure unless and until the reason for convening the executive session no longer
exists. However, they should be approved by the public body in a timely manner.

If multiple topics are discussed in an Executive Session, it is suggested that minutes be

produced for each topic individually (Segment 1, Segment 2, etc.), to all separate
approvals and release to the public, as needed. Each segment must details as described in
Massachusetts General Law and the Open Meeting Law.

The public body chair or other appropriate designee shall, from time to time, but in no
circumstances less frequently than every six (6) months, review the purpose for having
entered into executive session to determine whether continued non-disclosure of minutes
is warranted. Such reviews shall be documented and should not be unreasonably delayed
in that there is a policy for release of executive session documents as soon as the reasons
for executive privilege have lapsed. If the Chair or other designee determines that
continued non-disclosure is no longer warranted, the full Board shall review such minutes
and either confirm the decision or determine that continued non-disclosure remains
warranted. This review and determination must be included as a topic discussed in the
minutes of said meeting. Once disclosure would no longer defeat the lawful purpose for
the executive session, the minutes must be disclosed unless they are otherwise exempt
from the Public Records Law, G.L. c. 4 §7, cl. 26 or are subject to attorney-client
privilege. Case-law-has-dictated that public bodies-are-entitled-to-attornev-chient privi

he-Attorneyv-General-has-offered-an-opinton-that the-privileceisnot-absetute-Town

Counsel should be consulted if there are questions related to release of Executive Session

minutes, including any necessary redactions.contacted-to-determine-whetherthe-privilege

applies: Members of public bodies must refrain from disclosing any matter discussed
within an executive session unless and until the executive session minutes are released.

After review of executive session minutes has been conducted, the public body shall
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make an announcement at its next open session as to which executive session minutes
were determined to be subject to release, and which executive session minutes were
determined to require continued non-disclosure.

Executive Session minutes that only reflect votes of other Executive Sessions are not

required to be reviewed by the full public body. The Clerk, or designee providing those

minutes, shall submit a draft to the Chair of the body for approval, after which time they

can be publicly released.

SELECT BOARD MINUTES — DETAILED GUIDANCE
Public Session Minutes

The Recording Secretary will initiate the draft minutes from in-person attendance or from
the Chelmsford Telemedia recording (or equivalent) of the public Select Board meetings.

The draft minutes will be forwarded to the Support Services Coordinator who will
distribute the draft minutes to the Select Board Members.

The Select Board will be expected to review and provide edits back to the Support
Services Coordinator in track changes one week from distribution of the draft minutes.

The Support Services Coordinator will consolidate all edits into one document while
maintaining traceability of changes. When possible, the time point in the Telemedia
recording of the meeting related to the proposed edit(s) should be provided to improve the
verification and editing process. Duplicate edits (if any) will be edited out.

If clarification etc. is required, this will be coordinated with the Select Board Clerk or
designee. In the Clerks absence, this can be accomplished with the Select Board Chair.

The final document with edits will be maintained and a final version will be prepared for
inclusion into the next Select Board Meeting packet for review and approval.

If the Support Services Coordinator does not receive edits after a week has passed, it will
be assumed that no edits are forthcoming. When vacations or other personal situations
arise, a Select Board member may request a time-bound extension to complete the review
process. We ask that those situations be infrequent and coordinated in advance of the
deadline with the Support Services Coordinator.

The goal is to have minutes completed, approved, and releasability determined within the
requirement of 30 days or three Select Board Meetings, whichever is later unless the
public body can show good cause for further delay.






