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COMMITTEE GUIDELINES---TOWN OF HARPSWELL 

Effective April 15, 1998 Amended February 3, 2000, July 30, 2009, May 26, 2011, September 27, 200, May 6, 2010, December 
13, 2012, July 9, 2015 and November 16, 2023 

The role of most committees is to advise the Select Board of the Town. Their mandate is to make recommendations and to draft 
policies, if appropriate, for consideration and possible implementation by the Select Board. Some committees have specific 
authority vested in them by Maine Statute and Harpswell ordinance such as the Board of Appeals, Planning Board and 
Conservation Commission. While standing committees are ongoing, task forces and working groups are committees convened by 
the Select Board to address a specific issue over a limited time frame. 

The following guidelines apply to Town committees.  

Appointment:  

1. Committee members are appointed by the Select Board as specified by law or ordinance, or at the discretion of the Select 
Board.  The term of appointment generally ends on April 30 of the appropriate year.  Should an appointee fail to execute a 
committee oath form on file with the Town Clerk’s Office within 60 days of appointment that appointment shall be null 
and void. 

2. Non-voting associate members may be appointed by the Select Board to provide additional resources to the committee.   
3. Reasonable attendance at committee meetings is expected. Continued absence will result in replacement. Note:  Board of 

Appeals members may only be removed for just cause. 
4. Unless otherwise required by statute or bylaws, the Select Board may appoint the committee Chair or authorize the 

committee to elect its own Chair. When such election is not made, the Select Board shall designate the Chair. The 
committee may elect its Secretary.  

5. Upon acceptance of appointment to a committee, a person shall sign a copy of these Committee Guidelines and Code of 
Conduct and deposit the signed copy with the Town Administrator.  

6. Should a vacancy occur, associate members may be recommended for full appointment to the Select Board by Committee 
Chairs. 

Operations and Procedures:  

7. All committees are subject to the Freedom of Access law and to the Town’s Freedom of Access Policy. All meetings 
including sub- or working groups of the full committee must be open to the public and held on public property except 
publicly noticed site visits may be held on private property. The Chair may determine the amount of public participation 
allowed.  

8. A committee may take or approve actions, hold votes or authorize recommendations to the Select Board or take other 
actions only at official meetings when a quorum is present. (Alternates acting in the absence of a member are counted as 
members for the purpose of establishing a quorum.) 

9. A quorum of a committee, required for a formal meeting, is a simple majority of all members.  
10. Only committee members who have accepted appointments or re-appointments may vote. In case of a tie vote, the vote 

shall be considered negative.  
11. If a quorum of regular members is not present and a participating associate member fulfills the quorum, the associate 

member may vote.  
12. In the absence of a quorum, the committee may hold informal discussions. Any new information shared at an informal 

meeting should subsequently be shared with members who are absent.  
13. Recommendations to the Select Board must be authorized by majority vote at an official meeting and in presenting a 

recommendation to the Select Board, the number of yeas & nays shall be reported.  Minutes of all committee meetings 
shall be filed with the Town no later than five days after the committee meeting at which the minutes are accepted. 
Minutes are available for public review and should contain an account of all subjects discussed and any recommendations 
and votes taken or other actions.  

14. Notice should be given to the Town Administrator or designee well in advance of any meeting dates to allow for adequate 
public notice. Committees should try to avoid scheduling meetings at the same time as other meetings. No meetings may 
be held at the same time as Select Board Meetings or Town Meetings. 

15. Committees should follow the Town’s Remote Meeting Policy. 
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Limitations:  

16. Committees may not make decisions on behalf of the Town except as specifically provided by Maine statute or Harpswell 
ordinance.  

17. All documents issued by a committee to the media or to any agency, other than the Town, must first be cleared by the 
Chair of the Select Board or the Chair’s designee 

18. The Chair of the Select Board or the Chair’s designee shall be consulted prior to any proposed media coverage. 
Subsequent media contact shall be made by the Chair of the Select Board, the Chair’s designee or be designated to the 
Committee Chair. 

19. No committee or committee members should represent that it or its members speak on behalf of the Town unless 
officially authorized to do so. However, committee members may speak as individuals.  

20. No committee or committee member may commit Town funds. The expenditure of funds, within amounts appropriated, 
must be approved by the Town and purchasing policies followed. Committees needing to make a purchase should consult 
the Town Administrator.  

Member Responsibilities 

21. Work to the best of one’s ability to support Committee activities. 
22. Notify the Chair if expecting to be absent – attendance affects a quorum. 
23. Commit to attending meetings, being an active participant, engaging in respectful dialogue to carry out the work of the 

Committee.  
24. Disclose any conflict of interest that may arise and recuse oneself from voting on that issue. The recused member may 

participate in the discussion as a member of the public.    
25. Observe the Town’s Code of Conduct. 

Chairperson Responsibilities 

26. Orient new Committee members to the work of the Committee and these guidelines. 
27. Assure that the guidelines are followed by all Committee members. 
28. Prepare agendas for the Committee and chair the meeting discussions. 
29. Assure that minutes are produced and transmitted for each meeting following these guidelines.  
30. Notify the Select Board Chair or the Chair’s designee of member resignations or leadership changes. 
31. May recommend member replacements to the Select Board due to resignation or continued absence. 

Secretary Responsibilities   

32. Prepare meeting minutes in a timely fashion in accordance with #13 above. 
33. File meeting minutes with the administration within 5 days of approval (#13 above). 
 
Note:  In some cases, staff prepares minutes such as for the Planning Board and Board of Appeals 

Staff Support Responsibilities 

34. Supports the Committee in a non-voting capacity 
35. Attends Committee meetings   
36. Acts as the primary channel for information and fund expenditure requests 

Select Board Liaison 

37. May be named as a member of the Committee by Select Board otherwise provides general guidance 
38. Serves as the conduit for Committee-related matters to come before the Select Board 
39. Communicates with the staff about Committee related matters as necessary  

I have received a copy of these guidelines 
 
 
_____________________________________   ________________________________   _____________________ 
Signature        Printed Name           Date


