
TOWN OF CALAIS, VERMONT

SELECTBOARD POLICY AND PROCEDURE

MUNICIPAL BODIES & APPOINTMENTS

1) PURPOSES

a) The Setectboard estabtishes this pol,icyto standardize procedures associated with

the formation or dissotution of Town of Catais Commissions, Boards, and

Committees, and to facititate consistent administration of appointments made by

the Setectboard. This poticy defines opportunities for citizens to seek appointment
and estabtishes a process forgiving appointments due consideration.

b) Thispol.icyisaguidingframeworkbutshattnottimitthepowersorfunctionofthe
Setectboard on these matters as conferred bythe State of Vermont and the Catais

Town Chafter.

2) ADOPTTON &APPL|CAB|L|TY

a) This poLicy is effective upon adoption bythe Setectboard. lt may be amended and

readopted by majorityvote of the Setectboard at anydutywarned meeting.

b) Th is policy s ha [[ a ppty to:

i) Vacancies in unexpired terms for etected Town offices as defined by Vermont
law;

ii) Municipal Bodies, inctuding commissions, boards, and committees, as tisted
on the Town of Catais OrganizationaI Chaft and posted on the Town Website;

iii) lndividual Appointees and Detegates, as listed on the Town of Calais
OrganizationaI Chart and posted on the Town Website;

iv) Detegates to Regional Bodies, as listed on the Town of Catais OrganizationaI

Chaft and posted on the Town Website.

3) Estabtishment, Gombination, or Dissotution of a Municipat Body

TheSel.ectboard is responsibteforcreation, combining, ordissotution of a municipatbody.
The action to create, combine, or dissotve a municipat body shat[ be presented in writing
andinctudeattitemsl,istedinparagraphsa-f of thissection.Thispoticyencouragesthe
Selectboard to combine committees of common interest or functions to support
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coordinated decision-making, optimize contributions of skitted votunteers, and reduce
direct or indirect costs associated with committee administration.

a) Ctassification of a Municipal. Body

i) Each municipaI body shaLl. be ctassified as a standing body orfinite ad hoc body
Standing bodies should be named in a mannerthat is consistentwith existing
ctassifications.

ii) Selectboard action estabtishing f inite ad hoc bodies shal.l, define a time ceftain
at which point the body wil.t dissotve, such as the comptetion of a repoft or
project, a date certain, or a vote of the committee.

b) Powers, Duties, and Charge of a Body

ln creating a municipat body, the setectboard sha[[ define the powers, duties
a nd cha rge of such body untess it is otherwise defined by cha rter or genera[ law
(such as the Ptanning Commission pursuantto 24 VSA 4325).

c) Membership of a Body

i) The maximum and minimum number of seats on any municipat body shatl, be
defined. This pol.icy encourages an odd number of members on municipat
bodies. ln determining the number of seats, the Selectboard shatt considerthe
body's scope of work or function a nd the com mu nity's ca pacity to a dequatety
a nd consistentty fi tl. the a ppointed positions.

ii) To fufther the interests of diverse, expert, or representative membership, the
membership of a body may inctude specific requirements, inctuding but not
[imited to:

(1) residency;

(2) desired expertise, skitt, and experience (if appticabte to the function of the
body); or

(3) representation of important interest groups or community stakehotders;

(4) expressed commitment to the purpose of the body and a ctear

understanding of the goats and priorities of its mission;

(5) avaiLabitityto regutarty attend meetings.

iii) This pol.icy encourages the Setectboard to regutarty review the number of seats,
retevant requirements, and desired representation of existing bodies, in

consuttation with the body's chair.
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d) Membership Terms

The duration of terms and expiration date of a[[ seats shat[ be defined. This poticy

encourages sta ggered, m u lti-yea r terms for sta ndi ng com m ittees, Boa rds, a nd

Commissions. The intent of staggered terms is to provide continuity of membership and
the transfer of institutionaI knowtedge.

e) Meeting Days, Times, & Frequency

The intended days, times and frequency of a municipaI body's meetings may be defined by
the Setectboard to encourage citizen pafticipation, avoid confticts with other bodies, avoid
meeting room constraints, attocate staff time, orfor other reasons.

f) Town Staff ing and Resource Attocation

i) The nature and extent of any intended staff support may be defined by the
Setectboard, which may inctude requirements and [imitations to ensure
eff ective meetings and advancement of the body's charge.

ii) The Setectboard may define the attocation of other resources and any
associated terms of use that wil.t further promote the effective work of the
body. The Setectboard shat[ review the need for resources annuatty in

consuttation with the body's Chair. This may include, but is not [imited to:

(i ) budgetary attocations,

(2) access to technicaI resources,

(3) professiona I services,

(4) required or recommended trainings.

4l ProcessforAppointments

a) Term Expirations

(1) To promote the Setectboard's due consideration of appointments within the
guidetines of this poticy and the administrative capacity of Town staff ,

appointees' term expirations shatL be offsetfrom the Selectboard's normaI
election cycte. Unless otherwise specified or appticabte, the terms of at[

standing Board, Commission, and Committee seats, and attindividual.ty
appointed positions, shat[ expire June 30th of the term's defined year of
expiration.
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(2) Appointees with expiring terms shatt be notified by the Setectboard
Administrator, or designee, at least six weeks prior to the deadtine for
apptying to be reappointed. Such communication to the incumbent shatt
thank them for their service, soticitate their interest in reappointment, and
exptain the appointment process. Priorto contacting the incumbent, the
Selectboa rd Ad m i n istrato r sh a [[ so licit feed ba ck f rom th e Setectboa rd a n d

releva nt municipa I body cha ir regarding the incumbent's rea ppointment.

b) Vacancies

(1) Appointees may resign by contacting the municipaL body Chair (where

appl.icabte), setectboard Administrator, ordesignee, in writing. Thewritten
notice should inctude the intended effective date. This pol.icy encourages the
body Chair, the Setectboard Chair, or a designee to conduct an exit interview
fottowing the resignation of an appointee.

(2) lf an appointee faits to attend more than 3 consecutive regutar meetings and
subsequentty does not repty to an inquiryfrom the body chair, setectboard,
Setectboard Administrator, or a designee to confirm their continued interest
in maintaining their appointment, the seat sha[[ be considered vacant.

(3) lf an appointee is removed from office bythe Setectboard, the seat shatt be
considered vacant.

c) Posting of Open Seats

(1 ) Att seats and appointed positions with expiring terms, vacant seats and
vacant appointed positions, and openings on newtyestabtished municipat
bodies orfor newty estabtished appointed positions shatt be considered
open seats.

(2) Open seats shat[ be posted on the Town website by staff . Additionatty, this
poticy encourages regutar postings that tist open orvacant seats by means
normalty used forgeneratwarnings or notices.

(3) open seats shat[ be advertised at [east 2 weeks prior to the appLication
deadtine untess immediate appointment is necessaryto estabtish a quorum
for an urgent matter.

(4) Att open seats that have been posted but remain open, shatt remain posted
until. fitLed. These may be fitted as quatified appticants become avail.abte.
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(5) Appl.icants shat[ be notified of the date that the Setectboard witt conduct
interviews for the appointment. The due date for the Appointment
Apptication shattbe set to attow sufficienttime forthe Setectboard to review

apptications, and at least4 days prior to the Setectboard's interview date.

(6) For seats on a municipaI body, postings shatt tist the municipat body,

description of the body and expectations and responsibitities for members,
term length and expiration, how to appty, deadtine to appty and anticipated
date(s) for a ppointment, staff contact for more information, and, for currentty
existing bodies, encouragement to attend a meeting of the body and speak to
the body chair.

(7) For individuaI appointed positions, postings shat[ describe the expectations
and responsibitities of the position, term [ength and expiration, how to appl,y,

deadtine to appty and anticipated date for appointment, whether a stipend or
other compensation is offered for the position, and staff contactfor more
information.

d) Form of Apptication

(1) ln seeking an appointment, an appticant must provide a sufficientwritten
statement of their interest and quatif ications. Such information shoutd
inctude contact information (which may be redacted in the Setectboard
packet in the interest of privacy), why the appticant is motivated to serve, a
description of their ski[[s, expeftise, orexperience that they betieve is
relevant to the body's scope of work, and whether they are a resident of
Catais. Appticants fora seat on a municipat bodyshoutd statewhetherthey
have attended a meeting of the body.

(2) The setectboard Administrator, or designee, shoutd devetop and maintain a

standard apptication form for appointments to municipaI bodies periodicatty

reviewed bythe Setectboard. This form shoutd inctude:

(a) Directions for submitting the apptication;

(b) Space forthe appticant to provide contact information (which may be

redacted in the Setectboard packet in the interest of privacy), whythe
appticant is motivated to serve, a description of their skitts, expeftise, or
experience that they betieve is retevant to the body's scope of work, and
whether they are a resident of Catais;
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(c) For seats on municipaI bodies, theform shouLd askwhetherthey have

attended a meeting of the municipaI body or spoken with the chair (if an
existing municipa I body).

(3) Upon receipt of a compteted apptication, the Setectboard Administrator witt
confi rm recei pt a nd outti ne for the a pptica nt what they ca n expect for the
balance of the appointment process.

e) Setectboard lnterviews and Appointment Decisions

(1) The Setectboard wil.t consider appticants for open seats regutarly.

(2) The Selectboard Administrator, or designee, wil.t provide timel.y notice to the
setectboard confirming receipt of a compLeted apptication so that the
selectboard can schedute an interview or considerthe appointment on a
forthcoming Selectboa rd agenda.

(3) The setectboard Administrator, or designee, may sol.icit and compite any
statements to accompanyan appointee's appl.ication thatwoutd be

considered retevant to the setectboard's appointment decision. This
information witt be provided in the setectboard's meeting materials.

(4) Appticants wi[[ be given a reasonable opportunityto introduce themsetves to
the Setectboard and answer questions at a duty warned meeting.

(5) The Setectboa rd may detay ma king a ppointment decisions u ntit a tt timety
applications have been received and the appticants have been given a

reasonabte opportunityto attend a Setectboard meeting.

(6) The Setectboard may detay making an appointment decision if an app[icant
has not had a reasonabte opportunityto speakwith the municipal. bodyChair
or attend a meeting of the existing body.

(7) This poLicy encourages an open and transparent government.

(B) The Selectboard may enter Executive Session as attowed byVermont law to
detiberate on the appointment or removaI of any appointee. This poticy

considers municipaI appointees to be pubtic off icers with off iciat duties.

(9) ln instances when the Setectboard enters Executive Session to detiberate on
an appointment or removaI decision, any action of the Setectboard shatt be

made in open Meeting fottowing Executive session and must exptain the
reason forthe Setectboard's finaI decision.
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(10) The Setectboard may dectine the appointment or reappointment of an

a pplica nt.

(1 1) At the direction of the Setectboard, the Setectboard Administrator or

designee shat[ notify the appticant, and where retevant, municipat body
Chair, of the Setectboard's appointment decision(s).

(12) Fotlowing appointment, an appointee sha[[ provide necessary contact
information to the Setectboard Administrator or designee forthe internaI
Town Office contact listings. ln addition, as needed ordeemed appropriate,
the appointee's contact information witt be included on the Town website.

5) Orientation for Appointees

The Setectboard Administrator, or designee, in coordination with each municipaI body's

chair, shat[ estabtish and maintain orientation materials to be distributed to new off iciats
and appointees. The orientation materiaI should direct new officiats and appointees to
retevant information and resources. This may inctude copies, [inks, or instructions to find
adopted Rutes of Procedures of retevant municipaI bodies, retevant Town poticies,
guidance on registering for required or recommended trainings, and guidance on access to
other Town tools, resources, or sources of information.

6) Administration of Appointments and Appointment List

To track and supportthe consistent administration of att appointments covered bythis
poticy, the SeLectboard Administrator, or designee, in coordination with the Selectboard,
shat[ organize and maintain a spreadsheet (theAppointment List)that includes: at[
municipaI bodies and appointed positions, their respective seats, terms, and term

expirations. The Appointment List may atso inctude the yea rs of service, contact
information, tra i ni ng status, a nd other releva nt a ppointee information.

7l Pubtic lnformation regarding Municipal Bodies

i) Each municipaI body shal.l. have a webpage on the Town website. The webpage

shal.t be maintained to provide pubtic access to:

(1) The body's charge as defined bythe Selectboard or Vermont [aw;

(2) The body's Rutes and Procedures;

(3) The body's off icers, seats, their respective terms and/or appointment status;

( ) The body's meeting minutes and other pubtic records associated with the
body's work;
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(5) Listing of the body's preferred form of contact (at Least one).

ii) As required by state law and Town policy, att meetings of municipat bodies shatt
be accessible to the public, warned and recorded.

iii) ThebodyChair,ortheirdesignee,incoordinationwithTownstaff andtheTown
Cterk, sha tt be responsibte for orga nizing a nd ma inta ining the pubtic information
and records of the body.

8) POLtCyADOPT|ON & AMENDMENT H|STORY

bythe Setectboard on Juty 14,2025
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