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Presenter
Presentation Notes
No committee meeting has been posted because today we are talking about process and not committee business



YOU’VE BEEN APPOINTED, NOW 
WHAT?

Oath of Office every time 
you are (re)appointed
You accept your office by taking the 
oath of office

NO OATH = NO VOTE

Committee Handbook

Reference Material

Guides

Policies

Laws & Summaries

Required Proof of 
Reading & Training
Ethics Summary Acknowledgment

Open Meeting Law Acknowledgment

Ethics Commission online training 
certificate within 30 days of 
appointment

I’ll get to it when I have time.  I never have time…

Presenter
Presentation Notes
Every time you are appointed or reappointed to a committee; you need to take an oath of office.

This commitment to faithful and impartial performance of your duties on the committee means that you accept your appointment and that allows you to be a voting member of the committee. No oath = No vote.

When you come to the Town Clerk’s Office to take your oath, you will receive a committee handbook that contains all sorts of guidance on committee administration, legal resources, and several checklists to help you get your committee work done within the parameters of the Open Meeting and Conflict of interest laws. 

There is required reading and online training to complete after you are sworn in that needs to be completed within 30 days of your appointment. You should really complete before your first meeting.

These acknowledgments and the online training are mandatory for a very good reason.  You are all dedicated to serving the Town in the capacity of your appointment, but you don’t want your committee work to be undermined because the processes laid out by these laws weren’t followed. 





CONFLICT OF INTEREST LAW
WHAT YOU NEED TO KNOW

• You are a Municipal Employee representing the town in your committee work

• Conflict of interest might occur when your committee work with your 
personal life intersect.

• It’s about personal gain or undue influence because of your position on the 
Board or Committee

This Photo by Unknown Author is licensed under CC BY-SA

Committee
Work

Personal/
Work Life ?

Presenter
Presentation Notes
In general terms, The Conflict Of Interest Law is intended to ensure that public employees act in the best interests of the citizens they represent, and do not pursue their own self-interests or other private interests.

Its important to understand that if your work life or private life intersects in any way with Town business (even if its not with your committee), you need to find out if you have a conflict or appearance of a conflict.

The Ethics Commission is staffed by attorneys. A chat with the attorney of the day will provide you with free legal advice that may lead to filing a disclosure form with your appointing authority and possibly recusing yourself and leaving the room while an item is being discussed because of the conflict of interest.  

You may not realize you have a conflict if you don't take the online training. It's required for a reason.



https://en.wikipedia.org/wiki/Vesica_piscis
https://creativecommons.org/licenses/by-sa/3.0/


CONSEQUENCES: 
CONFLICT OF 
INTEREST LAW

691 municipal employees were subjects of 
complaints

$61,000 in civil penalties assessed and collected 
by the Ethics Commission

77 private education letters were sent to municipal 
employees across the state. 

28 of those were sent because a disclosure 
of the appearance of a conflict wasn’t made

21 were the result of using public resources for 
other private purposes

17 were the result of participating in matters 
pertaining to abutting property (divided loyalties)

This Photo by Unknown Author is licensed under CC BY-SA

Presenter
Presentation Notes
These statistics are from the 2022 annual report of the Ethics Commission and show what happens when conflict of interest enters the arena of public service.

The best way to steer clear of a conflict of interest that can lead to an ethics violation is to be aware of the potential. The online training is an excellent and eye-opening opportunity to learn more. Many thought-provoking scenarios are played out in the training.

Anything that might affect or APPEAR to affect you personally should lead to a phone call to the state ethics commission.  They provide confidential advice and will not give me advice about your potential conflict.

Examples of violations
Acceptance of gifts over $50 in value
Self dealing
Divided loyalty
Public resources for private purposes



http://blender.stackexchange.com/questions/24493/is-it-possible-to-make-visible-spotlight-lightrays
https://creativecommons.org/licenses/by-sa/3.0/


DISCLOSE BEFORE YOU ACT

The applicant is a former client

Presenter
Presentation Notes
Failure to disclose a conflict or an appearance of a conflict was by far the most common type of violation in 2022 and the solution is usually quick and easy. Fill out a disclosure form, give it to your appointing authority, they review it at a meeting and it’s filed with the Town Clerk’s Office.

If the situation is complicated or you’re just not sure, a quick call to the Ethics Commission will keep you in compliance.





UNSURE? GET ADVICE!
 BEFORE A CONFLICT IS LIKELY TO 
OCCUR

• CALL the Ethics Commission "Attorney-of-the-
Day:" (617) 371-9500 / (888) 485-4766

• Make a REQUEST ELECTRONICALLY: 
www.mass.gov/ethics

• SEND A LETTER Requesting an Informal Written 
Advisory Opinion

Presenter
Presentation Notes
Here is their contact information. Remember that they will not advise me about your potential conflict and their advice is confidential.

http://www.mass.gov/ethics


OPEN MEETING LAW
POSTING REQUIREMENTS

Agenda is posted 
online

when, where, what

Agenda updates
New information only

Meeting Packet
What you will discuss

Meeting

48 hours

Presenter
Presentation Notes
Now let’s talk a little about the open meeting law.

It is the guiding force, the shining light, and the biggest thorn in the side of every committee trying to get a lot of work done efficiently.

We have over 60 committees working hard in Concord, for the benefit of Concord and its citizenry and the public has a right to know exactly what kind of work committees are doing without interrupting the process.

The Open meeting law guides us on how to make that happen.





WHAT GOES INTO AN AGENDA?

• Committee Name

• Date and time of your meeting

• Location
• In person? Confirm the physical location

• Virtual? Contact your staff liaison or Select Board Office for Zoom 
link

• Hybrid? Do both

• Detail of what will be discussed

Presenter
Presentation Notes
The first step to holding a meeting is posting an agenda with enough detail to let the public know if it’s something they might like to learn more about.
The agenda has to be posted online and be accessible to the public at least 48 hours before the meeting (not including weekends and holidays).
The agenda has to include the time, date, and location of your meeting and detail of what will be discussed.
It’s a good idea to share materials that will be discussed as broadly as possible before the meeting.
Updates to a timely posted agenda can be added within 48 hours of a meeting but only if the Chair didn’t know about the update before the original posting
If you miss the posting deadline, you can’t meet. It’s as simple as that.




AGENDA POSTING

• Don’t count weekends & holidays

• 3 days prior – contact staff liaison for 
a zoom link

• 3 hours prior – forward agenda to 
meetings@concordma.gov

• Subject Line:  Agenda

48 hour online posting deadline

Presenter
Presentation Notes
The timeliness of posting your meeting to the public is important. Remember that 48 hours is the deadline to have the meeting posted online not to get your agenda to the Town Clerk’s Office.

Before your forward your agenda to the meetings@concordma.gov email, make sure you have the meeting space reserved and a zoom link if you need it.

The date and time must be correct. If you use day of the week, make sure you have the correct day. If a posting isn’t clear, you may have to reschedule your meeting.


Town staff dedicated to your committee or the Select Board Office may need up to 24 hours to create the zoom link for your meeting and the Town Clerk’s Office may need up to 3 hours to post your meeting.

There’s nothing wrong with forwarding your agenda for posting 3 or more days in advance of your meeting. The Select Board now posts their agenda more than a week before their meeting. Allowing for more time helps to ensure that there aren’t any last-minute snags that stand in the way of your otherwise well-planned meeting.

mailto:meetings@concordma.gov


AGENDA POSTING

Chair 48 Hours
or 

designee

AGENDA
Online posting deadline

Presenter
Presentation Notes
So who’s responsibility is it to set the agenda, book the meeting space, get the zoom links and forward the completed agenda to the Town Clerk’s Office for posting?

The Chair sets the agenda but can delegate the rest of the work to someone else; it’s important to designate someone to be responsible for securing the meeting room space and forwarding the posting.

Communication about what will be on the agenda (without having a discussion about the items themselves) and deciding on the time and place of the meeting may be done among a quorum of committee members because you’re not discussing committee business.




OPEN MEETING LAW TANGLES: SERIAL 
COMMUNICATION

Committee 
member

Committee 
member

Committee-related conversation between 2 members of a 5-member body

Sub Quorum discussion

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Communications that relate to committee business outside of a posted meeting may not 
reach a quorum.
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Presentation Notes
Let’s talk about committee business. 

A quorum is more than half of the membership of the committee and when you have a quorum involved in a discussion of committee business, it has to happen at a duly posted meeting of the committee.

Serial communication happens when you tell one committee member and they tell another committee member and so on, and so on, and so on.  Unfortunately, this can happen very easily via email, social media or any other means of communication.

Some ways to avoid this is to use BCC when sending information such as agenda items and always avoid inserting your opinion.  Save that for the meeting. 



OPEN 
MEETING 
LAW 
TANGLES
M E E T I NG  M I N U T E S  
&  C O M M IT T E E  
D O C U ME NT S

T H E  D O ’ S  A N D  
D E F I N I T E  D O N ’ T ’ S

Presenter
Presentation Notes
There are a lot of great document viewing and editing tools out there. Unfortunately, they are not useful as editing tools for a quorum of committee members to use. In fact, they violate OML.




ONE-WAY COMMUNICATION  VS. SERIAL COMMUNICATION

Texts and document editing apps are 
forms of communication (& deliberation).

Committee 
member

Committee 
member Committee 

member

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Committee 
member

Committee 
member
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Presentation Notes
Let’s look at this visually

Used as a central access point for reference material or a draft shared at a meeting, it looks like a useful tool.

You can see the problem when editing occurs. Serial communication can happen when making edits to documents, such as minutes or reports if it reaches a quorum. I’ve drawn a circle around the group to the right because they are the only ones who can see edits and they are excluding the public from this work.

According to the Division of Open Government, sharing edits like this is a form of deliberation because your edits show your opinion. What you want to avoid is a violation and a complaint against your committee. It slows down committee work.

How do you manage this? One person should get the edits and share the compiled copy at the meeting. This way all information flows in one direction.  For minutes, one person, the Clerk of the committee, is normally responsible for creating draft minutes. That draft is included with the agenda as part of the committee packet and is reviewed in open session. If there are edits made before a vote to approved the minutes, the vote would be to approved the minutes of October 15, 2023 as amended.




MINUTES

Required

• Date, Time, Place of meeting

• Members Present

• Dates of minutes approved

• Summary of matters discussed

• Votes taken

• Roll call required if any members are virtual

• List of documents present or referred to

• Time of adjournment

Optional (not required)

• Detail of who said what

• Future meeting schedule

Presenter
Presentation Notes
Now let’s look at Minutes.

Like agendas, there are certain elements that must be present and others that are optional.

The bottom line is that minutes need to be specific enough that a person who did not attend can still understand what happened. Remember that minutes are permanent, historical records



OPEN MEETING 
LAW  
VIOLATIONS

638 complaints filed with 
public bodies forwarded to 

Division

371 complaints resolved 
through determination or 

declination letters

272 determination or 
declination letters issued

INSUFFICIENTLY SPECIFIC 
MEETING NOTICE

DELIBERATION OUTSIDE OF A 
POSTED MEETING

FAILURE TO TIMELY APPROVE 
MEETING MINUTES

INACCURATE/INSUFFICIENTLY 
DETAILED MEETING MINUTES

MEETINGS NOT ACCESSIBLE TO 
THE PUBLIC

Presenter
Presentation Notes
Open meeting law complaints are filed first with the committee. The committee must then meet to discuss the complaint and respond to the complainant. If the complainant is not satisfied with the response, they may appeal to the Division of Open Government.

What you see here are the 2022 statistics resulting from those appeals.

You can see from the types of violations that they are fairly easy to avoid.
Include appropriate detail in both agenda postings and meeting minutes
Approve your meeting minutes within 3 meetings or monthly
Be aware of your quorum and don’t let discussions outside of a meeting reach a quorum –ever!



OPEN MEETING LAW 
ETIQUETTE

• Don’t text each other during meetings

• Keep the door to the meeting room open 
unless you are in executive session

• You can't mandate civility from the public, but 
you can limit the time or eliminate it entirely 
(but is that really a good idea?)

• Don’t let the public take over the meeting

Presenter
Presentation Notes
Keeping the door open and not texting each other during your meeting are obvious things that you can easily manage.

Civility from the public is more complicated, but there are ways to manage it:

“Open Meeting Law does not require that public bodies allow public comment or public participation during meetings -- to the contrary, the Open Meeting Law specifies that nobody shall address the public body without permission of the chair

Do you want to eliminate public participation entirely? Probably not., but you can set time limits. Henry will go over that in detail when we break out into smaller groups.






OPEN MEETING LAW TANGLES: 
CIVILITY

YOU CAN DISAGREE WITHOUT 
BEING DISAGREEABLE.  RBG

Presenter
Presentation Notes
And when speaking of civility, let’s all remember every member of your committee has been appointed because of the value their voice brings to the table and every committee member’s voice should be heard and considered with respect.

During public comment that same respect is deserved and remember that you don’t have to respond to a public comment. It is enough to acknowledge it.



PUBLIC RECORDS AND PRIVATE 
EMAILS

Email that relates to your 
committee work belongs 
to your committee

Committee email is 
considered a public 
record

Presenter
Presentation Notes
Now for a word about the Public Records Law.

Your committee work that is conducted via email, whether using a public or your personal email account, is a public record.

That does not mean that your entire personal email account is now subject to public records requests.

Only those emails that relate to your committee work are considered public.



PUBLIC RECORDS AND PRIVATE 
EMAILS

Keeping the public out of your personal email

• Don’t mix personal conversations into committee-
related email messages

• Public Records Request? Forward only committee 
email to the Records Access Officer

• Create a gmail account for your committee and cc 
that gmail account on committee correspondence

Presenter
Presentation Notes
So how do you keep the public out of your personal email?

Keep personal conversations out of your committee-related email if using a personal account.

You could also create a committee gmail account and then copy that gmail account when you use your personal gmail to correspond on behalf of your committee



PUBLIC 
RECORDS 
REQUESTS

Forward the request to 
townclerk@concordma.gov

Work cooperatively with 
Records Access Officer

There is a 10-business day 
response timeline

Presenter
Presentation Notes
As soon as you receive a public records request, it is important to forward it to your departmental staff liaison and the Town Clerk’s Office.

The Town has to respond within 10 business days of when the request was received by you.

Nate Smith, the Town’s Municipal Archivist is our primary Records Access Office who will work with you to compile responsive records.



UPDATED 
COMMITTEE 
HANDBOOK

Presenter
Presentation Notes
Reminder: All that I have discussed today can be found in the updated committee handbook. The table of contents is right behind the title page and will get you started and keep you on track as you do your important committee work.



SESSION 3
CONVERSATION 
CAFE

TABLE TOPICS

 Running and keeping 
control of your meetings, 
Codes of Conduct, and 
zoom 

 Agendas, Minutes and 
Records Management

 Living with the Open 
Meeting Law



QUESTIONS?
WHERE TO TURN



THANK YOU!
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