
 

Hartford Selectboard Rules of Procedure 

May 7, 2019 

 

The purpose of this document is to provide guidelines and protocols for Selectboard 

members. This document is intended to be reviewed each year at the annual board 

Organizational Meeting. These rules may be amended at any regularly scheduled 

Selectboard meeting with the affirmative vote of at least 5 of members. Vermont Statutes 

Annotated, especially the Vermont Open Meeting Law (1 VSA 310-314) and the Town of 

Hartford Charter (24 VSA 123A) are the governing documents for the Selectboard. Except 

where contravened explicitly by VSA or this document, all Selectboard meetings shall be 

conducted according to the most recent revision of Robert’s Rules of Order as needed to 

maintain proper decorum, with attention paid to procedures appropriate for small groups.  

 

 

General Duties and Goals of the Hartford Selectboard 

 

1. To set and monitor the strategic direction of the Town of Hartford, Vermont, and to 

communicate this direction to the Town Manager. 

 

2. To establish a proposed annual operating budget for the Town of Hartford and to 

submit this budget and municipal bonds to be brought to a vote in the general 

election. 

 

3. To hire, evaluate, and manage the Town Manager. 

 

4. To review and monitor its own conduct, performance, and operating procedure. 

 

5. To represent the town at town functions. 

 

6. To develop familiarity with state and municipal statutes that legally describe the roles 

and obligations of Selectboard members, constrain the board’s purview, and obligate 

its actions. 

 

7. To process the business that comes before it in an efficient, open, and 

understandable manner that builds public confidence in the decisions reached by the 

board. 

 

8. To maintain cordial and cooperative relations with their fellow board members, town 

employees, and fellow Hartford residents. 

Selectboard Officers; Organizational Meeting 

Within 48 hours of the results of Town Meeting voting being announced, the Selectboard 

shall hold an Organizational Meeting to seat new members and elect the offices of Chair, 

Vice Chair, and Clerk. Newly elected members are responsible for taking the Oath of Office, 
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administered by the Town Clerk (or any other official empowered to swear in the newly 

elected Selectboard members) in advance of this meeting or else arranging for the Town 

Clerk to be present at the meeting to do so.  

 

To effect this policy, the Selectboard shall set a date and time for this Organizational 

Meeting at the same time that it warns the Town Meeting Elections. Typically this will be the 

Thursday evening following the Tuesday Election. In the case of a Special Town Meeting 

being called under the provisions of the Charter, the second day after the special election 

would be the date. In the event of a recount, the Organizational Meeting will take place 

after the recount has concluded and a duly elected board is formed.  

 

The Organizational Meeting shall be called to order by the incumbent Chair or Vice Chair or 

Clerk or most senior incumbent member, in that order of priority. The Town Clerk shall give 

the Oath of Office to any new members not already sworn in. Once this is completed, the 

presiding officer shall call for the election of a new Chair.  

 

Upon the election of a new Chair (or full slate of officers, if all three positions were moved 

together), the newly elected Chair shall preside for the remainder of the business of the 

Selectboard’s Organizational Meeting, including the election of Vice Chair and Clerk as 

needed and discussion of this document (Hartford Selectboard Rule of Procedure). 

At any duly warned meeting of the Selectboard after the adjournment of the Organizational 

Meeting, the affirmative vote of four (4) Selectboard members shall be required to initiate a 

reorganization of the board and open the floor for the election of new officers.  

 

Selectboard Member Responsibilities and Expectations 

1. Each Selectboard member is expected to have reviewed the information packet 

provided by the Town Manager before the meeting.  If a member plans to offer a 

motion, that motion may be written and distributed in advance. 

 

2. Members shall provide any information and ask any questions they feel are 

necessary to perform their duties.  

 

3. Members are encouraged to have a working knowledge of Robert’s Rules of Order, 

Newly Revised, Board policies and procedures, and the Town Charter. 

 

4. There is generally no limit to the number of times a member can speak to a 

question.  However, members should obtain the floor by being recongized by the 

Chair before making motions or speaking, so long as such formalities do not 

significantly detract from the natural flow of a productive discussion.  Any member 

may request to regain the floor if they did not relinquish it or have it formally 

removed. 

 

5. Members shall respect the right of the Chair to control the tone and pace of each 

discussion and to call for a motion to be made. 

 

6. Members may contact the Town Manager for any information that is necessary to 

perform their duties, recognizing that employees report to the Town Manager, not 

the Selectboard. Selectboard members shall recognize the Town Manager’s authority 

to manage Town employees; members shall not separately engage in the direct 

management or supervision of Town employees, nor make requests of Town 

employees without prior consent of the Town Manager.  
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7. Selectboard members shall not directly contact the Town’s attorney without the prior 

authorization of the Chair and Town Manager. 

 

8. Each Selectboard member shall recognize that it is the responsibility of the Town 

Manager and the Selectboard Chair to speak for and on behalf of the Town. Any 

member may speak on behalf of the town on a specific subject as long as they 

receive prior permission from the Chair.  

 

9. As described in Robert’s Rules, any Chair decision, including those described in this 

document, may be overridden by majority of the Board present. 

 

10. Each Selectboard member has the right to speak on their own behalf as long as they 

clearly identify that they are speaking for themselves and not the town, including but 

not limited to: responding to press inquiries, engaging in dialog with citizens, posting 

on the town listserv or social media sites, publishing opinion pieces, or blogging. 

Selectboard Chair, Additional Responsibilities 

The role of Selectboard Chair is critical to the successful operation of the Selectboard in that 

they must provide the leadership to keep the Selectboard on track while building the 

necessary consensus to ensure it is the Selectboard, not the Chair alone, that is making the 

necessary decisions. As such: 

 

1. Voting by unanimous consent is encouraged when the Chair expects no significant 

debate, provided that members are given clear and sufficient opportunity to object or 

call for discussion, and that what is being voted on is stated in clear terms. 

Otherwise, motions made but not seconded will not be entertained.  

 

2. The Chair need not restate a motion unless clarification is needed. 

 

3. The Chair may speak in discussion, can make motions for voting by unanimous 

consent or on request of the board, usually votes on all questions, and casts the last 

vote. 

 

4. The Chair is the primary interface to the Town Manager. Provide written reports of 

communication with the Town Manager and vise versa within a week of their 

occurrence and immediately in time-critical situations. 

 

5. Along with the Town Manager, the Chair is the primary interface in providing 

information to the public on behalf of the Town, and in particular to represent the 

Town in stating settled Town positions to the media. In circumstances where no final 

decision has been reached the Chair shall operate under the rules of Selectboard 

member interaction with the press and public. 

 

6. The Chair shall set the agenda for any meeting of the Selectboard using a 

collaborative process that ensures participation in the development of the agenda by 

all members of the board. 

 

7. The Chair shall bring each meeting to order at the appropriate time, call the roll, and 

ensure that a quorum exists so that the Town’s business may be done. If a quorum 

does not exist within a reasonable amount of time, postpone the meeting to a future 

date no later than the next scheduled Selectboard meeting.  
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8. The Chair shall be in control of each meeting and set a respectful meeting tone and 
appropriate decorum. Ensure that the meetings are run professionally and that all 
participants behave civilly with no personal attacks.

9. The Chair is the official head of the Town for all ceremonial purposes or appoint a 
substitute.

10.The Chair shall disseminate relevant information to other Selectboard members 
either directly or by delegation to the Vice Chair or Town Manager.

11.The Chair has signatory authority on behalf of the Selectboard for accounts payable, 
vendor manifests, and other financial documents if and only if a quorum is not 
available. In the event that this signatory authority is exercised by the Chair, board 
approval shall be sought at the next meeting of the board.

12.The Chair has the authorization to contact the Town’s attorney to conduct Town 
business.

13.The Chair will only call an emergency meeting when specifically authorized 
by the open meeting law and upon review of any other relevant state laws 
that may include more specific restrictions. 

Selectboard Vice Chair, Additional Responsibilities 

The role of the Vice Chair is to perform the duties of the Chair whenever the Chair is 

indisposed. 

Selectboard Clerk, Additional Responsibilities 

The role of the Clerk is to see to it that minutes of Selectboard meetings are taken and 

subsequently brought to the board for approval. Such minutes shall comply with Vermont 

Statute and shall, at a minimum, record when meetings begin and adjourn, when Executive 

sessions begin and adjourn, when members arrive and depart (if different from the full 

meeting length), what motions are made and seconded and by whom, and the roll call of 

any votes taken. It is generally understood that staff will record the minutes and failing 

that, the Clerk will do so. 

Meeting Attendance 

1. Selectboard members are expected to be in the chamber and ready to be seated

at the start of the meeting. The Chair shall announce any known late arrivals

during roll call.

2. Should a Selectboard member find they are unexpectedly unable to be at a

meeting at the scheduled time of the meeting, they will immediately notify

(preferably by phone) the Chair, Vice Chair, or Town Manager of the delay and

anticipated time of arrival or an inability to attend. Voice mail is not considered

notification.
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Meeting Compensation 

Selectboard members shall be compensated for meetings and travel as set by the voters at 

the annual Town Meeting.  

 

Members will be paid for any duly warned meeting of the Selectboard, including emergency 

sessions, and for any meetings attended as a board liaison or delegate.  

 

With prior approval from the Board, members shall also be compensated for attending 

off-site seminars and workshops such as trainings from the Vermont League of Cities and 

Towns. 

Liaison Assignments 

Selectboard shall assign liasons from willing members to the Town boards and commissions, 

and the School Board, such that every board and commission has a Selectboard liaison. 

Liasons are encouraged but not required to attend the meetings of these boards and 

commissions; if regular attendance is not possible, the liason should be in regular contact 

with the Chair of the board or commission.  

 

Generally speaking, the role of the Selectboard liaison is to be a conduit for information, 

helping coordinate the activities of the various boards and commissions with the 

Selectboard, not an active or voting participant in the work of those boards and 

commissions.  

Public Participation  

All meetings of the Board are meetings in the public, not of the public. Members of the 

public shall be afforded reasonable opportunity to express opinions about matters 

considered by the body, so long as order is maintained according to these rules. 

  

1. Near the beginning of the meeting, citizens may have an opportunity to make 

general comments, with the expecation that each speaker will not exceed 5 minutes.  

 

2. At the conclusion of discussion of each agenda item, but before any action is taken 

by the Board at each meeting, there may be time afforded for open public comment. 

This opportunity is at the discretion of the Chair and the Board. 

 

3. By majority vote, the Board may increase the time for public comment and its place 

on the agenda, or end the comment period of an individual or entirely. 

 

4. Comment by the public or members of the Board must be addressed to the Chair or 

to the Board as a whole, and not to any individual member of the Board or public. 

  

5. Members of the public must be acknowledged by the Chair before speaking. 

  

6. If a member of the public has already spoken on a topic, they may not be recognized 

again until others have first been given the opportunity to comment. 
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7. Order and decorum shall be observed by all persons present at the meeting. Neither 

members of the Board, nor the members of the public, shall delay or interrupt the 

proceedings or the peace of the meeting or interrupt or disturb any member while 

speaking. Members of the Board and members of the public are prohibited from 

making personal, impertinent, threatening, or profane remarks. 

  

8. Members of the Board and members of the public shall comply with the orders of the 

Chair or other presiding member. The Chair should adhere to the following process to 

restore order and decorum of a meeting, but may bypass any or all steps when they 

determine in their sole discretion that deviation from the process is warranted: 

 

a. Call the meeting to order and remind the members of the applicable rules of 

procedure. 

  

b. Declare a recess or table the issue. 

  

c. Adjourn the meeting until a time and date certain. 

  

d. Request that disorderly person(s) be removed from the meeting.  

 

Departing Member Recognition 

When a member has served at least one full term and leaves the Selectboard, whether by 

reaching the end of a term and not seeking re-election, not being re-elected, or via 

resignation, the outgoing member shall be presented with an engraved plaque. If the 

member served as Chair at any time during at least one full term, they shall also be 

presented with a gavel.  
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