


Model Committees, Task Forces and Work Groups Policy
[Municipality Name]
1. PURPOSE. This policy establishes consistent practices for the creation and operation of volunteer and advisory committees that assist the Selectboard in carrying out the business of the Town. Unless specifically mentioned, this policy applies to Selectboard created public bodies only and does not apply to statutory public bodies. It is intended to:
· Clarify roles, responsibilities, and expectations
· Promote compliance with Vermont law, including the Open Meeting Law
· Ensure that all grant applications are reviewed and approved by the Selectboard at a regular, duly-warned meeting before submission to the grant funder
· Support effective and respectful use of volunteer time and expertise

This policy is a general governance document and is not legal advice.

2. TYPES OF VOLUNTEER BODIES
2.1. Standing Committees 
Standing committees address ongoing or recurring topics (e.g., energy, recreation). They generally will continue from year to year unless modified by their creation document or dissolved by the Selectboard.

2.2. Ad hoc Committees
Ad hoc committees are created for a specific purpose and a limited duration (e.g., building feasibility study, or researching a possible land purchase). They are dissolved when their work is complete, as defined in their creation document.

2.3. Authority
Unless created by statute, all committees covered by this policy:
•	Are created by, and serve at the pleasure of, the Selectboard
•	Are advisory to the Selectboard 
•	Do not have independent authority to bind the Town by contract, grant, or other obligation

3. ESTABLISHING AN ADVISORY COMMITTEE: SELECBOARD RESOLUTION
3.1. Requirement for a Selectboard Resolution
Each committee should be created by a written Selectboard resolution that is adopted by the Selectboard at a duly-warned public meeting and recorded in the minutes.





3.2. Minimum Contents of a Resolution
The written charge should include, at a minimum:
a. Name and Type
· Name (e.g., “Advisory Dog Ordinance Committee,” “Town Garage Site Advisory Committee”)
· Type (standing committee or ad hoc (time-limited)

b. Authority and Role
· Statement that the body is created by the Selectboard
· Statement that the body is advisory to the Selectboard
· Clarification that final decisions rest with the Selectboard

c. Purpose and Scope of Work
· The issues or projects the body is asked to address
· Any limitations or boundaries on its scope

d. Deliverables
· Specific outputs expected (e.g., written report, recommendations, draft policy, plan sections, outreach proposal)

e. Duration / Timeline
· For standing committees: ongoing, subject to periodic review
· For ad hoc committees: anticipated end date and/or event that triggers dissolution (e.g., “30 days after submission of final report”)

f. Membership
· Number of voting members (see Section 4)
· Term lengths, and reappointment process, if any
· Provision for removal and replacement of members by the Selectboard

g. Officers
· Requirement that the body elect a Chair and a Clerk/Secretary (and optionally a Vice-Chair) from among its members

h. Meetings and Records
· Requirement to comply with Vermont’s Open Meeting Law as an advisory public body
· Frequency or general schedule of meetings

i. Budget, Grants & Expenditures
· Whether the body has any operating budget to be authorized by the Selectboard
· Clear statement that it may not independently obligate Town funds or property
· Grant application requirements as set forth in Section 8

j. Liaison
· Identification of a Selectboard member or staff member to serve as liaison, if applicable

The Selectboard may add further details to any Resolution as needed

4. MEMBERSHIP AND SIZE
4.1. Recommended Size
Unless otherwise determined by the Selectboard for specific reasons, advisory committees should consist of an odd number of members, e.g., 5 to 7 voting members. This size is intended to balance representation with practicality for scheduling and quorum.

4.2. Quorum
A quorum is a simple majority of the total number of appointed voting members (e.g., 3 of 5, 4 of 7), unless otherwise specified in Resolution. Business may only be conducted when a quorum is present.

4.3. Alternates (Optional)
The Selectboard may appoint non-voting alternates or alternate members and may specify in the Resolution when and how alternates may vote (e.g., when substituting for an absent or otherwise unavailable member).

4.4. Appointment Process
· Vacancies and new positions should be publicly advertised when practicable
· Interested residents may be asked to submit a brief statement of interest
· The Selectboard shall appoint and, when needed, remove members by vote at a duly-warned Selectboard meeting
· A document recording the appointment and term of each member should be created and kept by the Clerk of each committee and by the selectboard

4.5. Terms
For standing committees, terms should be 1 to 4 years and may be staggered. Members may be reappointed. Ad hoc committee members usually serve until completion of their assigned task, as set forth in the Resolution.

4.6. Officers
At its first meeting after initial appointment, and annually thereafter for standing committees, each committee should:
· Elect a Chair to organize meetings and serve as primary contact
· Elect a Clerk/Secretary to keep minutes and handle required postings
· Optionally elect a Vice-Chair

5. DURATION AND REVIEW
5.1. Ad hoc Committees
The charge for any ad hoc committee shall specify:
· A target completion date and/or
· The event that triggers dissolution (e.g., “submission of final report and presentation to the Selectboard”)
Such bodies are automatically dissolved on the specified date or event, unless extended by the creation Resolution or by reauthorized by Selectboard vote.

5.2. Standing Committees
Standing committees continue until modified or dissolved by the Selectboard. The Selectboard should review each standing committee’s charge, membership, and effectiveness at least every two (2) years and may amend or rescind the charge by vote at a duly-warned meeting.

6. MEETINGS, OPEN MEETING LAW, AND RECORDS
6.1. Open Meeting Law Compliance
Advisory committees created or controlled by the Selectboard are typically advisory public bodies under Vermont’s Open Meeting Law (1 V.S.A. § 310–314) and must comply with all applicable requirements, including but not limited to: 
· Publicly warning meetings within required timeframes
· Posting agendas in customary locations and online if available
· Allowing public attendance
· Proper conduct of in-person and remote/hybrid meetings
· Limiting and properly handling executive sessions
· Restrictions on communication outside of warned meetings, including by email
· Taking and posting meeting minutes

The Town will provide basic information or training resources on Open Meeting Law to all new members.

6.2. Use of Town Staff and Resources
Town staff support, if any, will be determined by the Selectboard, based on capacity and priorities. Advisory committees must be respectful of staff time and follow agreed procedures for use of town facilities, copying, and communication channels.

7. COMMUNICATIONS AND REPORTING
7.1. Liaison
The Selectboard may designate a member of the Selectboard or staff to serve as liaison to each volunteer body to: 
· Facilitate two-way communication
· Help clarify expectations and timelines
· Report key issues or progress to the Selectboard
The liaison’s role is to support communication and coordination, not control the body’s independent deliberations.  

7.2. Regular Reporting
Standing committees are expected to:
· Provide written updates to the Selectboard as per the committee’s creation Resolution, or as otherwise requested by the Selectboard

Ad hoc committees should:
· Provide periodic progress updates as specified in their creation Resolution, and
· Present their final report, recommendations, or product to the Selectboard upon completion of their work

7.3. Public Communication 
Members may speak as private individuals on public issues. However:
· Members must not represent themselves as speaking for the Town or the Selectboard unless expressly authorized
· When speaking on behalf of a committee, members should accurately reflect positions formally voted by that body

8. GRANTS AND FINANCIAL COMMITMENTS
8.1. Required Selectboard Approval of Grant Applications
All committees must comply with the following rule:

All grant applications on behalf of the Town, or that would commit Town funds, staff time, or Town-owned property, must be reviewed and approved by the Selectboard at a duly-warned regular Selectboard meeting before submission to grant funder.

This requirement should be included explicitly in the written resolution of every committee.

8.2. Role of Volunteers Bodies in Grants
Committees may, as authorized in their resolution:
· Research potential grant opportunities
· Develop and draft proposed grant applications
· Recommend funding strategies to the Selectboard

However, they may not:
· Submit any grant application in the name of the Town;
· Sign any grant agreement or contract;
· Accept or commit grant funds; or
· Obligated Town funds, staff time, or property, without specific prior Selectboard approval

8.3. Planning for Grant Deadlines
Committees are responsible for planning their work so that proposed grant applications can be reviewed by the Selectboard in a timely way. This includes:
· Identifying relevant grant opportunities early
· Noting application deadlines and any required public hearings
· Working backward from deadlines to determine when a draft application must be ready
· Requesting placement on the agenda of a Selectboard meeting far enough in advance of the deadline to allow for review, questions, and possible revisions

The Selectboard may refuse to approve any grant application that is incomplete, late, inconsistent with Town priorities or plans, or that imposes unreasonable financial or administrative burdens on the Town.

8.4. Authorized Signatories
Grant applications, awards, and related agreements shall be signed only by those individuals authorized by the Selectboard (or other legally designated official). Committee members are not authorized signatories unless specifically authorized by Selectboard vote.

9. ROLES, BOUNDARIES, AND CONDUCT
9.1. Advisory Role
Unless expressly delegated specific authority by the Selectboard and noted in its resolution, each committee:
· Serves in an advisory capacity
· Studies issues, gathers input, and formulates recommendations
· Presents those recommendations to the Selectboard for consideration

The Selectboard retains final decision-making authority.

9.2. Code of Conduct and Conflict of Interest
Members of volunteer bodies shall:
· Follow the Statewide Municipal Code of Ethics, any Town conflict of interest policy, and disclose any actual or potential conflicts
· Conduct themselves respectfully, avoiding personal attacks or disruptive behavior
· Seek to work collaboratively and in the best interests of the Town as a whole

10. ORIENTATION AND SUPPORT FOR VOLUNTEERS
The Town recognizes the importance of volunteer service and will, as resources allow:
· Provide new members with a copy of this policy, the body’s charge, and relevant plans or background documents
· Offer basic information on Open Meeting Law, conflict of interest, and other relevant municipal procedures
· Publicly acknowledge the work of volunteer bodies at Selectboard meetings and in the annual Town Report



11. AMENDMENTS AND SUPPRESSION
The Selectboard may amend, repeal, or replace this policy by vote at a duly-warned Selectboard meeting. In the event of any conflict between this policy and Vermont law or a town meeting vote, the law or town meeting vote shall control.

Existing committees should be brought into conformance with this policy as soon as reasonably practical.

12. EFFECTIVE DATE 
This policy will become effective immediately upon its adoption by the Town. 

Adopted (Date): _____________________	 

Signatures: 


_________________________________
Chair, Selectboard
 


 _________________________________
Selectboard Member



_________________________________
Selectboard Member



 _________________________________
Selectboard Member



_________________________________
Selectboard Member
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