Roles and Responsibilities of the Readfield Select Board, adopted June 3, 2010, amended August
30, 2010, amended July 6, 2011, amended February 13, 2012, amended October 10, 2012, updated
on October 21, 2013 with all amended dates listed above, amended February 10, 2014, amended
November 16, 2015, amended January 11, 2016.

Purpose of Select Board

The Readfield Select Board will fulfill the executive functions of the town. It implements the
directions of Readfield’s residents as voted upon in Annual and Special Town Meetings. Many of
the actions of the Select Board are delegated to the Town Manager (the Town Manager will
frequently delegate tasks to his or her staff). The Select Board may also create and empower certain
committees to oversee specific town functions.

Responsibilities of the Select Board fall into 4 general categories:

1. Oversight of town finances

2. Protection of health, safety and welfare of town residents

3. Management of town property and town manager

4. Management of relations with contractors, with external agencies, and with the public

While most of the tasks associated with these responsibilities will be delegated to others (typically
the Town Manager), the ultimate responsibility remains with the Select Board.

Makeup of Select Board

Readfield’s Select Board is composed of 5 members, each elected by public vote of town residents.
Each member will be a town resident.

Election of Select Board members

Each Select Board member is elected for a 3-year term, whose term will begin at the start of the
town’s fiscal year which immediately follows the election. Vacancies on the Select Board may be
filled by interim elections, with a term limited to the end of the current vacated term.

Duties and Responsibilities of the Select Board

The Select Board is, and shall act as, a body, and not as individuals. Except as provided in this
document or by a specific action of the Select Board, no individual Select Board member will have
authority to act outside of official sessions of the Select Board.,

Specific duties and responsibilities of the Select Board are enumerated below.

1. Prepare, with assistance of a Budget Committee and the Town Manager, an annual budget, and
present the budget at town meeting

2. Review and modify, on at least an annual basis, a Capital Investment Plan (CIP) for the town

3. Annually elect a 3-person Board of Assessors from the Select Board
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10.

11.

12.

13.

14.

15.

Annually, at first meeting in each fiscal year, elect a Chair and a Vice-chair of the Select Board
Annually establish a tax rate (mil rate)

Recruit, contract with and supervise a Town Manager, who will conduct much of the work of
managing town business

Develop, review and modify policies annually for town business, including the function of the
Select Board itself

Hold regular bi-weekly public meetings of the Select Board to conduct town business. These
meetings will be televised and will include opportunity for public participation. Meetings will
follow an agenda prepared in advance by the Chair, the Vice Chair, and the Town Manager. A
template for meeting agenda items will include:

a) Call to order

b) Pledge of Allegiance to American flag

c) Review and approval of minutes of the previous meeting

d) Approval of warrants for payments of all town expenses

¢) Oral and written communications among Select Board and other town offices, including
reports from Select Board members, Town Manager, Town Clerk, town boards,
commissions and committees

f) Appointments and reappointments

g) Old (unfinished) business

h) New business

i) Other

j) Executive session

k) Public Communications

1) Adjournment

The Select Board will appoint a member to take notes at meetings of what requests for
information and to-do items were mentioned at each meeting, and to share those notes with the
Town Manager. The Town Manager shall distribute these notes to all members of the Select
Board. The Select Board Chair and Vice-Chair will discuss current workload and time demands
with the Town Manager as part of bi-weekly agenda meetings.

Schedule and conduct special meetings as needed for specific purposes and as the Select Board
deems necessary.

Establish standing boards and commissions, and approve appointment of all members to these
boards and commissions.

Establish ad hoc committees as needed to accomplish specific Town business; approve goals for
each such Committee; and approve all members secking appointment to such Commitiee.
Conduct a Select Board retreat at least annually for purpose of assessing the town’s success in
meeting previously established goals, and to set goals for the coming year.

Conduct an annual joint meeting of Select Board and Chairs of all town boards and
Commissions to review Town goals.

Maintain and encourage a free exchange of information between the Select Board, the public,
Town Manager and his or her staff and other town, county and state offices, town boards and
COMmMissions.




16. Appoint individuals from the Select Board as liaisons to the various town boards, commissions,
committees and ad hoc committees at the discretion of the Board.

17. Annually appoint an individual to the following positions: Treasurer, Road Commissioner,
Transfer Station Manager, Tax Collector, Welfare Director and Fire Chief.

18. Dispose of surplus or unnecessary equipment or property owned by the town, when such
disposal is deemed by the Select Board to be in the best interest of the town.

19. Upon and to the extent of approval of voters at town meeting make appropriations from any
available budget line to cover emergency expenses.

20. Act as a quasi-judicial body when and as required by Maine statutes.

21. Work collaboratively with nearby towns for sharing resources, joint purchases, sharing best
practices and similar actions which are beneficial to the towns but which do not diminish the
individual character of each town. '

22. Conduct a quarterly review of the Comprehensive Plan implementation checklist by the Select

Board.

Duties and Responsibilities of Select Board Chair and Vice Chair

In addition to their duties and responsibilities as members of the Select Board, the Chair and Vice
Chair have additional duties and responsibilities. These additional duties are discussed in this
section. Except when the Chair and Vice Chair are noted jointly, it is presumed that primary
responsibility falls upon the Chair, but that the Vice Chair will assume such responsibility in the
following instances: (a) absence of the Chair; (b) whenever the Chair has a conflict of interest, as
defined by law or by the Town of Readfield’s Conflict of Interest Ordinance with the business being
conducted by the Select Board; (c) at any other time at the reasonable discretion of the Chair.

1. The Chair will conduct all meetings and workshops of the Select Board.

2. The Chair and Vice Chair, working with the Town Manager, will prepare an agenda for each
Select Board meeting.

3. The Chair will maintain a schedule and preliminary agenda for all meetings and workshops to be
conducted in his or her term. This will be used to help assure efficient use of the Select Board’s
time while conducting necessary town business.

4. The Chair and Vice Chair will routinely meet with the Town Manager to ensure that they stay
current with town issues. This meeting will be no less frequently than bi-weekly, and may be
combined with the task of setting the agenda for regular Select Board meetings.

5. The Chair, representing and with the approval of the whole Select Board, will communicate
with the Town’s legal counsel when the Select Board is seeking advice in the following: (a)
issues that concern the Select Board’s supervision of the Town Manager; (b) issues that
concern the Select Board at its role as an arbitrator between the Town Manager and other town
employees; or (¢) any other legal matter involving town business with a good faith exception
that the Chair has determined s/he must immediately act in a time sensitive emergency situation
without consultation. The Select Board, at its sole discretion and as legally applicable, may
involve the Town Manager in the above discussion with counsel. The Chair will report back to
the whole Select Board any advice given by legal counsel. All communication between the
Chair and counsel will be posted in a publicly-available log which notes time, date, persons
communicating, method of communication and general nature of the communication; however,
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specific advice will not be posted, as it will likely be considered privileged attorney-client
communication.

6. The Chair maintains files containing information pertinent to his/her duties. Such information
includes manuals and policies, a copy of Robert’s Rules of Order, a history of various projects
and issues of interest to the Town, contract, personnel information and evaluations relating to the
Town Manager (if not confidential in nature), budget and CIP information for past and current
years, and legal communications. Only files deemed as public information may be kept by the
Chair, as all confidential records must be kept at the Town Office in accordance with law. Select
Board members will have unlimited access to the Chair’s files upon request. An outgoing Chair
will convey these files to the succeeding Chair.

7. The Chair is deemed to be the public spokesperson for the Select Board, although he/she can
designate this responsibility freely. With consent of the Select Board, the Chair will execute
agreements, appointments, licenses, applications, correspondence and other documents.

8. The Chair on behalf of the Select Board will approve payroll and expense documentation for the
Town Manager.

9, All members of the Select Board are eligible for election as Chair or Vice Chair and may serve
any number of consecutive terms, as elected annually by fellow members.

10. A vacancy in the position of Chair or Vice Chair will be filled as soon as possible by a regular
election process. 7

11. The Select Board may remove the Chair from office by a vote of at least three (3) Select Board
members. Such vote shall be taken only after notice in writing to the Chair, public notice and a
hearing conducted in open session. The Chair shall have the right to waive the requirement for
public notice and/or hearing in open session; however, any vote for removal of the Chair must

- be conducted in open session. The Chair is responsible for writing an article for the Town Report
each year and monthly for the Readfield Messenger.

12. Discussions with town staff by Select Board members are limited as described in this document.

Access to Information

The Select Board may require access to recorded or historical information as it conducts town
business. The Select Board (or individual members) will have complete access to any town
information unless protected by law. Requests for any information should be made through the
Town Manager, but can also be made to other appropriate town employees when delegated by the
Town Manager. Requests for information that would require an undue amount of staff time (in
excess of 1 hour) should be reconfirmed among the Select Board Chair, the requesting member and
the Town Manager to see if the request can be narrowed. If, after consideration by this group, the
information request is still considered by the Town Manager to be unduly difficult or time-
consuming, the matter will be reconsidered by the full Select Board, whose decision will be binding.
The Select Board and its individual members should structure requests so that they deal only with
retrieval of documents and data, and so that such requests minimize the need for additional work.
Select Board requests for opinions and recommendations on specific items will go through the Town
Manager or his/her designee.

Notwithstanding the above, it is imperative that the Select Board receive the professional
observations, opinions, ideas, criticisms and concerns of the Town Manager and town staff.
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‘Town employees are often more keenly aware of issues and opportunities, and, if Select Board
action is required to advance or correct the issue, it needs to be actively communicated to the Select
Board by the Town Manager. Such communication may take one of several forms, including (a)
discussion at bi-weekly meeting of Chair and Town Manager, (b) a paragraph in the written Town
Manager’s report at each regular meeting of the Select Board, (c) verbal comments at the annual
Select Board/Town Manager retreat or (d) comments directly from town staff within Select Board
meetings or as designated by the Town Manager. All Select Board members should recall, however,
that they are not permitted to act individually to resolve any such issues so communicated, nor to
interfere with the Town Manager’s role; action by the full Select Board is still required, while
respecting appropriate roles for the Select Board and Town Manager. The Select Board should
encourage the Town Manager to rely on the professional input of the town employees to better
inform decisions that affect town government operations.

Select Board members must always abide by the Select Board > Manager > staff communication /
“chain of command” structure. Select Board members should refrain from entering into discussion
with town staff (town staff defined as all town employees except the Town Manager) regarding
conditions of employment and management issues. If town staff member begins such a discussion,
the Select Board member should ask the employee to discuss this matter with their supervisor.
These limits are set so as to preserve the “chain of command” and the Select Board member’s
neutrality when and if the condition of employment rises to a level in which the Select Board must
participate as arbiter.

Procedural responsibilities of Select Board
The Select Board will use the following norms/rules in conducting its duties and responsibilities:

1. Select Board will hold regular public meetings (currently held on alternate Mondays), at which it
will conduct its regular business. All Select Board members will use best efforts to attend each
meeting. At least 3 members of the Select Board must be present to vote on issues. A majority
vote of those Select Board members present is required for approval of any action.

2. Select Board members agree to observe Meeting Ground Rules as presented in Appendix B.

3. It will be a goal to complete each Select Board meeting within a 2 and a half-hour time limit. A
longer meeting will be conducted with the consent of a majority of Select Board members in
attendance at that meeting.

4. Robert’s Rules of Order will be used as a guide for conducting each meeting. Deviations from
Robert’s Rules will be allowed if agreed upon by a majority of members.

5. An agenda for each regular Select Board meeting will be prepared by the Select Board Chair and
Vice-chair in collaboration with the Town Manager. Each Select Board member is encouraged
to recommend to the Chair agenda items for upcoming meetings. The agenda will be posted at
prominent places within the town, and will be distributed to each Select Board member and to
other interested parties at least 3 days in advance of the meeting.

6. Special meetings of the Select Board may be held at the request of the Chair or upon the request
of a majority of Select Board members. Such special meetings will be held to conduct business
of a time-sensitive nature or when the amount of business to be conducted by the Select Board
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10.

11.

12.

13.

14.

15.

requires more time than available in regular meetings. Public notice and agenda will be posted
in advance of special meetings, and no business outside of the posted agenda may be conducted
at that special meeting.

The Select Board conducts several workshops each year to perform informational, educational
or deliberative functions. No formal action (voting) is conducted at these workshops (any action
will be taken at a forthcoming Select Board meeting.) Select Board workshops will be held
according to an Annual Select Board Workshop Schedule, which will be published no later than
August 31* each year, but which can be modified at any time. All workshops are open fo the
public.

Each Select Board member will swear an Oath of Office before the Town Clerk, as stipulated by
State statute, after election, or as soon as practicable thereafter, and in_accordance with 30-A
M.R.S.A. § 2526(9),6/6/2011_and before participating as a Select Board member in any Town
business.

Each Select Board member is expected to use best efforts to complete the training courses listed
in Appendix A within 6 months of initial election.

All Select Board members will certify that they have completed mandatory training including,
but not limited to, The National Incident and Management System and Maine’s Freedom of
Access Act.

Select Board members are free, and are encouraged, to communicate with members of the
public, but should realize that they are not empowered to act individually on behalf of the town.
Any requests from the public for information or action should be directed to Town Manager or
his or her designee.

Select Board members are expressly forbidden to conduct town business outside of a duly
posted public forum. Thus, they should use discretion whenever they find themselves together
in groups of 3 or more. It would be best to disperse any such group of 3 or more members.
Select Board members should use discretion in communicating via email. Specifically,
individual members should not address other members as a group via email, and should refrain
from emailing any other individual Select Board members. The recommended procedure for
distributing information via email is for an individual to communicate only with the Chair or the
Town Manager. The Town Manager will, in turn, distribute any information to the entire group
of Select Board members. It is understood that all email documents and communications
between or among any town officials are a matter of public record.

Telephone communication between two Select Board members is permitied, but phone
conversation among more than two Select Board members is prohibited. Select Board members
are not permitted to participate in meetings via telephone.

The Select Board By-laws (see Appendix C) are incorporated by reference.

Conflict with Laws

Any conflict or inconsistency between these Roles and Responsibilities and any applicable law shall
be resolved in favor of the law.




Amendments

These Roles and Responsibilities, or any provision thereof, may be waived on any occasion by
majority vote of the Select Board unless otherwise provided by law. These Roles and
Responsibilities may be amended at any time in writing by majority vote of the Select Board.




Appendix A

ORIENTATION OF NEW SELECT BOARD MEMBERS

AFTER ELECTION:

o]

0

Take oath of office from Town Clerk

Fill out w-2 with Finance Director

Things to do, read and know before attending yvour first meeting:

C

©

Q

Select Board Roles & Responsibilities

Select Board By-laws

Town Manager Roles & Responsibilities

Town Manager Contract

Procedures for appointments to boards and committees
Executive sessions law and procedures

Chain of command with employees

Financial Procedures

Current agenda items

Current and pending contracts

E-mail addresses and phone contacts for other board members and town officials

Become familiar with the Maine State Statutes site. Title 30-A Municipalities and Counties
web site: hitp://www.mainelegislature.ore/legis/statutes/3 O-A/titleBOfAchOSeCO.htrnl

Sign up and attend ASAP:

G

O

Maine Municipal Association (MMA) training for Newly Elected Officials workshop and
other relevant workshops

National Incident Management (NIMS) course- (Can be done online)




As vou can, but seoner than later, it is a recommendation to read the Town Policies:

o Personnel Policy

o Purchasing Policy

o Disbursement of employees’ wages Policy

o Disbursement of state fees Policy

o FOAA, NON-FOAA complaint Policies

o Public Communication Policy

o Investment Policy and Fund Balance Policy

o Annual Board Chairs Meeting procedures

o Disposition of tax acquired properties Policy

o Government TV Policy and Procedures

o Mailbox Guidelines

o Pre-Holiday Closing Policy

o Warrant article petition Policy

o Rentals of Town Hall and Beach Property
Read Town Ordinances:

o Land Use Ordinance

o Conflict of Interest and Recall Ordinance

o General Assistance Ordinance

o Animal Ordinance

o Communication Towers Ordinance

o Firearms Ordinance

o Fire Department Ordinance

o Tlood Plain Ordinance




o E-911 Ordinance

o Mass Gathering Ordinance

o Noise Ordinance

o Sludge Ordinance

o Solid Waste Ordinance

o Snow Plow Ordinance

o Readfield Corner Parking Ordinance

o Readfield follows state law pertaining to fireworks. There is no local policy or ordinance at
this time, so please read the state law. '

Know the following Town Plans:

o Emergency Operations Plan ( EOP )
o Capital Improvement Plan (CIP Plan)

o Comprehensive Plan

Meetings that can take place:

o Workshops
o Public Hearings
o Adhoc committees
o Annual Select Board Retreat
o Select Board members attend the Annual Chairs meeting
As time allows:
o Read MMA Elected Officials Manuel
o Become familiar with Town website: www.readfield.govoffice.com/
o Walk the Trail system

o Tour the Transfer Station
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O

Tour the cemeteries

Tour town roads

Walk the sidewalk

Know the Town buildings we are responsible for

Read the Inter local Agreements: (Transfer Station and Maintenance )
Attend other board, committee, and commission meetings

Wirite articles for Readfield Messenger: (people love information)

Update yourself on various committees and boards working on future projects:

Q

O

Q

O

Library Status

Fire Station

Athletic Fields

Conservation and Open Space Plan

Town Farm Forest Plan

Try to stay involved in the RSU 38 budget process

Attend municipal and RSU 38 school budget meetings in spring

Miscellaneous:

O

Be on time for meetings

Be prepared with what is in the packet; do your homework

Review an accounts payable and payroll warrant with someone before taking one on yourself

Return calls, e-mails, questions, etc. from residents AFTER researching the information

No questions are ever stupid

Can’t please everyone, so don’t try

Don’t act on your own as a board member. Be careful how you speak and state something to

anyone.
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You can call any other board member anytime
You can call the Town Manager anytime
If there is something you want on the agenda, talk to the Chair

If you receive a letter from a resident, ybu should pass it on to JUST the Town Manager, and
he/she and the Chair can decide to pass on to the rest of the Select Board (unless it is a
complaint about the Town Manager which would go directly to only the Chair)

Don’t EVER respond to anyone on behalf of the Select Board, except to relay voted
positions

Remember there are 5 on the board that decide all town issues
Enjoy it and have some fun
LISTEN TO THE PUBLIC, stay upbeat and positive

Try to get back to a resident whether by returning a call, e-mails or answering a question,
after researching it

Don’t try to be a hero

When making decisions, remember you are representing the entire community
Admit when you are WRONG

Vote how you really feel, don’t just go with other board members

People that voted you in like to see you attend Fireman’s Breakfast, Bean hole supper,
Heritage Days, etc.

Follow chain of command with employees (This is important that you know you cannot
direct any employees to do something for you nor ask them questions concerning
information about their job)

DON “T TAKE THINGS PERSONALLY!!!
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Appendix B

Meeting Ground Rules

Ground rules are the rules of conduct by which the Select Board members as a group agree to abide
during a meeting. Ground rules are helpful because they explicitly spell out behavior and
procedures that people normally consider fair but sometimes abandon in the heat of the discussion.

Behavioral ground rules identify norms for behavior. The Readfield Select Board members agree
that:

1) We will treat each other and the public with respect.

2) We will not use language or tone intended to dismiss or belittle any individual or group.

3) The Board may disagree or have differing opinions amongst itself or with members of the
public. Active listening shall be practiced by all board members and the public in an attempt
to understand and resolve the underlying issues.

4) We will advocate for public participation providing it enhances the decision making process
to informed decisions incorporating the interests and concerns of the whole community.

Procedural ground rules include any guidelines for how meetings will proceed. The Readfield
Select Board members agree that:

1) If a Board member has to leave the meeting temporarily, the discussion may continue and a
vote on the topic may be taken if a motion is made and seconded. In any situation where a
Board member has to leave a meeting, the member has the responsibility to inform the Chair
if the member plans to return to the meeting in progress and whether the member would like
to be included in a vote on the topic under discussion.

2) The agenda shall suggest the amount of time for open discussion on any topic and the Select
Board will agree or modify those suggestions at the beginning of each meeting. A time
allowance for each agenda item will be provided as part of the agenda.

3) The Chair shall be in charge of running the meeting.

4) All Select Board members will be given adequate, reasonable and equal opportunity to
express an opinion on every issue. The Chair will recognize each membet, in turn, to give
their opinion. If additional discussion on a topic is necessary, beyond time allowed in the
agenda, the Chair will agree to schedule it for an upcoming meeting.

5) Meetings will begin on time and end on time. The meeting cannot extend beyond 2.5 hours
without an affirmative vote by the board.

Substantive ground rules describe what content will be covered during the meetings.

The Chair shall suggest substantive rules for each topic on the agenda and the Select Board will
agree or modify them at the beginning of each meeting. If the substance of a topic is expected to be
- open for any conversation, the topic will be listed as “Open”.
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Code of Ethics for Public Participation Practitioners

The International Association of Public Participation (IAP2) Code of Ethics for Public Participation
Practitioners supports and reflects IAP2’s Core Values for the Practice of Public Participation. The
Core Values define the expectations and aspirations of the public participation process. The Code of
Ethics speaks to the actions of practitioners.

Preamble

As members of IAP2, we recognize the importance of a code of Ethics, which guide the actions of
those who advocate including all affected parties in public decision-making process. In order to
fully discharge our duties as public participation practitioners, we define terms used explicitly
throughout our Code of Ethics. We define stakeholders as any individual, group of individuals,
organizations, or political entity with a stake in the outcome of a decision. We define the public as
those stakeholders who are not part of the decision-making entity or entities. We define public
participation as any process that involves the public in problem-solving or decision making and that
uses public input to make better decisions.

This Code of Ethics is a set of principles, which guide us in our practice of enhémcing the integrity
of the public participation process. As practitioners, we hold ourselves accountable for these
principles and strive to hold all participants to the same standards.

1) PURPOSE: We support public participation as a process to make better decisions that
incorporate the interests and concerns of all affected stakeholders and meet the needs of the
decision making process.

2) ROLE OF PRACTITIONER: We will enhance the public’s participation in the decision
making process and assist decision makings in being responsive to the public’s concerns and
suggestions.

3) TRUST: We will undertake and encourage actions that build trust and credibility for the
process among all the participants.

4) DEFINING THE PUBLIC’S ROLE: We will carefully consider and accurately portray the
public’s role in the decision making process.

5) OPENNESS: We will encourage the disclosure of all information relevant to the public’s
understanding and evaluation of a decision.

6) ACCESS TO THE PROCESS: We will ensure that stakeholders have fair and equal access
to the public participation process and the opportunity to influence decisions.

7) RESPECT FOR COMMUNITIES: We will avoid strategies that risk polarizing community
interests or that appears to “divide and conquer.”

8) ADVOCACY: We will advocate for the public participation process and will not advocate
for interest, party or project outcome.

9 COMMITMENTS: We ensure that all commitments made to the public, including those by
the decision makers, are in good faith.

10) SUPPORT OF THE PRACTICE: We will mentor new practitioners in the field and
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education decision makers and the public about the value and use of public participation.
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Appendix C

Bylaws of the Select Board of the Town of Readfield adopted initially on 09/02/03 and
as part of the Select Board Roles and Responsibilities on 06/03/10, amended July 6, 2011, and
amended February 13, 2012, amended October 10, 2012, Updated on Oct 21th, 2013 with all
amended dates listed above, amended February 10, 2014.

Section 1. Purpose and Scope

The purpose of these Bylaws is to establish reasonable rules of procedure for Select Board
(hereinafter referred to as the “Board™) meetings and to promote the fair, orderly and efficient
conduct of the Board’s proceedings and affairs. These Bylaws shall govern the Board’s practices and
procedures except as otherwise provided by law and shall be liberally construed so as to accomplish
their purpose. '

Section 2. Officers; Duties

Officers of the Board shall consist of a Chair and a Vice Chair. These officers shall be chosen
annually at the first regular meeting in July of each year by and from among Board members unless
otherwise provided by law. The Chair shall preside at all Board meetings and shall have authority to
rule on questions of evidence and procedure, to maintain order and determine the course of
proceedings and to take such other action as may be necessary and not inconsistent with these
Bylaws or other law to enable the Board to perform its duties and conduct its affairs. The Chair also
shall, together with the Town Manager, set the agenda in accordance with Board agenda policy for
each meeting. In the absence of the Chair, the Vice Chair shall preside and shall have the same
authority as the Chair. In the event of the absence at a scheduled meeting of both the Chair and the
Vice-Chair, the Board members present shall elect a Chair Pro Term from amongst those members
present to conduct the meeting.

Section 3. Meetings

Regular meetings of the Board shall be held every other Monday throughout the year or as
rescheduled by a majority vote of the Board. Special meetings may be called at the discretion of the
Chair or upon the request of a majority of the Board, provided; however, that notice thereof shall be
given to each member and to representatives of the press at least four days in advance of the
scheduled meeting, except in case of extraordinary circumstances know the meaning when notice
shall be given by the fastest and earliest means possible. No business may be conducted other than
as specified in said notice for the call of the meeting.

Notice of all Board meetings shall be given as required by law and by Board policy, and all such
meetings shall be open to the public except as otherwise provided by law.

No business may be conducted by the Board except at a duly called and noticed meeting or without
a quoruimn consisting of a majority of the Board members being present. A template for meeting
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agenda items will include:

a) Calltoorderb) Pledge of Allegiance to American flag

¢) Review and approval of minutes of the previous meeting

d) Approval of warrants for payments of all Town expenses

e) Oral and written communications among Select Board and other Town offices, including
reports from Select Board members, Town Manager, Town Clerk, Town Boards,
Commissions and Commitiees

f) Appointments and reappointments

g) Old (unfinished) business

h) New business

i) Other

'J) Executive session
k) Public Communications
) Adjournment

The Town Manager or the Town Manager’s designee shall act as secretary at Board meetings. The
duties of the secretary shall be to prepare agendas of all Board meetings, take minutes of Board
meetings, maintain records of the Board, and at the Chair’s direction, prepare correspondence for
the Board and perform other duties as are normally carried out by a secretary. The secretary shall
keep a record of all resolutions, votes, transactions, correspondence, findings and conclusions of the
Board. Minutes of Select Board meetings will include a brief summary of each agenda item, as well
as roll call vote on the issue. All records of the Board shall be deemed public and may be inspected
with reasonable notice during normal business hours.

Vacancies in the position of either the Chair or Vice-Chair positions shall immediately be filled by
regular election procedures.

Section 4 Hearings

Public hearings of the Board shall be called as required by law or on such other occasions as a
majority of the Board may deem appropriate. Notice of all such hearings be given as required by law
and Board policy and shall include the date, time and location of the hearing and a general
description of the subject matter.

The Chair shal! convene all hearings by describing the purpose of the hearing and general
procedures to be followed. The Board may receive any oral or documentary evidence but shall
exclude irrelevant, immaterial or unduly repetitious evidence, provided; however, that formal rules
of evidence shall not apply. Each party shall have right to present its case in the order determined by
the Chair and without interruption, provided; however, that the Chair may impose such reasonable
time limits as may be necessary to ensure that all parties have an adequate opportunity to be heard.
In any adjudicatory proceeding, including proceedings on licenses, permits or other approvals, each
party shall also have the right to submit rebuttal evidence and to conduct cross- examination of any
other party through the Chair, provided, however, that the Chair may impose such other reasonable
limitations as may be necessary to prevent an abuse of process.
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Section 5. Participation and Voting

Any action of the Board shall require the affirmative vote of a majority of its membership present
and voting unless otherwise provided by law.

No Board member may participate or vote on any matter in which the member has

a conflict of interest or other disqualification as defined by law. Any question of whether
a Board member has such a conflict of interest or other disqualification shall be decided
by majority vote of the remaining members.

All members who are present and not disqualified as provided herein shall vote in every matter to be
voted upon unless excused by the Chair for good cause shown.

Section 6. Decisions

All decisions of the Board shall be made within the time limits, if any, established by law. All final
decisions shall be in writing, shall become a part of the Board’s permanent record, and shall, where
required by law, include a statement of findings and conclusions and the reasons or basis therefore.

All such decisions, together with any tape recording or transcript of testimony and deliberations and
any documents and exhibits offered to the Board, shall constitute the record of the proceedings and
shall be a public record, except as otherwise provided by law.

Notice of any decision, if required, shall be given as prescribed by law.

The Board may reconsider any decision at the same meeting or at a subsequent meeting within 15
days of its original decision, provided; however, that both a vote to reconsider and any action taken
pursuant thereto shall occur and be completed within said 15 days. The Board may conduct
additional hearings and receive additional evidence and testimony as provided herein.

Section 7. Conflict with Laws

Any conflict or inconsistency between these Bylaws and any applicable law shall be resolved in
favor of the law.

Section 8. Waivers; Amendments

These Bylaws, or any provision thereof, may be waived on any occasion by majority vote of the
Board unless otherwise provided by law. These Bylaws may be amended at any time in writing by
majority vote of the Board.

Roles and Responsibilities of the Readfield Select Board, adopted June 3, 2010, amended August
30, 2010, amended July 6, 2011, amended February 13, 2012, amended October 10, 2012, updated
on October 21, 2013 with all amended dates listed above, amended February 10, 2014, amended
November 16, 2015, amended January 11, 2016.
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Select Board for the Town of Readfield:

UTﬁo<{ /\&W\

Chris Sammons

Signed this \ \&v}’day of_ Do,

Tom Dunham, W

Allen Curtis //
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