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HOW TO APPLY TO BECOME A BOARD or COMMISSION MEMBER 
__________________________________________________________________________________________ 

   
  The Application Form is available online (Appendix A) and at the City Clerk's Office (room 
210). Attaching your resume is requested and helpful. Completed Applications should be returned to 
the City Clerk's Office and will be forwarded to the Mayor's Office.  
 
Applicants should have the following qualities and abilities:  
 

o Applicants must live in Westfield, MA unless stated on the commissions' web page. 
o Members of appointed committees should be people of competence, goodwill, sound and 

objective judgement. They should be sensitive to the long-term as well as immediate impact of 
their decisions and recommendations. 

o Members must be willing and able to devote the time and energy necessary to fulfill their 
responsibilities. 

o Membership on some committees requires particular expertise, which is described on an 
individual committee's web page. 

 
Some committees have associate, non-voting members as well as full members. On those 
committees, vacancies on the full committee are typically filled from the pool of associate members. 
 

 

BECOMING A BOARD or COMMISSION MEMBER 
__________________________________________________________________________________________ 

 

  Once City Council approves your appointment to a Board or Commission, you will be 
contacted by the City Clerk's Office to schedule a time to take your Oath of Office and complete the 
proper paperwork with Personnel, which includes an I9 form. Please see the list of acceptable 
documents (Appendix B). These appointments are done typically between 9:00 AM – 3:30 PM.  
 
 Once your employee paperwork is completed and approved by Personnel, you will be notified 
by the point of contact for your Board or Commission. They will assist you in accessing your city email 
and notify you of any upcoming meetings and/or important information. Please note, once appointed 
to a Board/Commission, ALL communication for official city business must be done via CITY 
EMAIL ONLY. All emails are public record and subject to disclosure under the Open Meeting Law.  
 
 *You will not be eligible to attend meetings as a commissioner until all paperwork is complete 
and the Oath of Office has been taken.*  
 
  Reappointments must re-take the Oath of Office. 
 
 

NEED TO KNOW INFORMATION FOR NEW APPOINTEES 
__________________________________________________________________________________________ 

 

https://www.cityofwestfield.org/DocumentCenter/View/10109/Board-and-Commission-Member-Application-
https://www.cityofwestfield.org/DocumentCenter/View/11590/lists-of-acceptable-documents
https://www.cityofwestfield.org/DocumentCenter/View/11590/lists-of-acceptable-documents
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  The following documents will be emailed to you by the City Clerk’s Office. Hard copies available upon 
request. All new Board and Commission members are required to follow both the Open Meeting Law and City 
Ordinances. Documents should review them periodically. If you have any questions, please contact the City 
Clerk, Kaityn Bruce, 413-572-6259 or k.bruce@cityofwestfield.org.  

 
o Open Meeting Law Guide (Appendix C)  
o Guide for Members of Public Boards and Commissions (Appendix D) 
o Code of Ordinances | Westfield, MA | Municode Library  

 

 

OVERVIEW OF WESTFIELD BOARDS and COMMISSIONS 
__________________________________________________________________________________________ 

 
BOARD OF ASSESSORS 
Meetings: Second Wednesday of each month 
                   5:00 PM in Room 111 
Point of Contact: City Assessor, Ashlie Brown - 413-572-6224 
Overview: The Board of Assessors works in conjunction with the Assessor’s Office to effectively 
price and evaluate city property and real estate.  

 
BOARD OF HEALTH 
Meetings: Second Wednesday of each month 
                   6:00 PM in Room 220 
Point of Contact: Director of Health, Debra Mulvenna - 413-572-6212 
Overview: The mission of the Board of Health is to oversee the Health Department and ensure the 
public health and safety of the residents of Westfield by accomplishing the following: 

o Administration of a variety of health and safety related programs and services 

o Environmental Protection 

o Health Inspections and related Code Enforcement 

o Public Health Nursing 
 

BOARD OF PUBLIC WORKS 
Meetings: First Tuesday of each month 
                   7:00 PM in Room 315 
Point of Contact: Office Manager, Alison Daigle - 413-564-3119 
Overview: The Board of Public Works ensures the Department of Public Works is using their time 
and resources efficiently. They assist with setting policies and awarding contracts. 
 

BOARD OF REGISTRARS 
Meetings: As needed 
Point of Contact: City Clerk/Chair of Board of Registrars, Kaitlyn Bruce - 413-572-6259 
Overview: The Board of Registrars was established in accordance with Section 15 of Chapter 51 of 
the Massachusetts General Laws, pursuant to the City Charter, Section 9. The board works with 

mailto:k.bruce@cityofwestfield.org
https://www.mass.gov/doc/2023-guide-with-ed-materials/download
https://www.mass.gov/doc/guide-for-members-of-public-boards-and-commissions/download
https://library.municode.com/ma/westfield/codes/code_of_ordinances
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the City Clerk Office in an effort to making voting as easy and efficient to all capable voters 
throughout the City of Westfield. Their mission is to gain voter awareness for all upcoming elections 
and positions. The Board of Registrars is a three-member board serving three-year terms, along with 
the City Clerk who shall serve as Chair. There can be no more than two members in each major 
political party. 

 
COMMISSION FOR CITIZENS WITH DISABILITIES 
Meetings: Third Tuesday of each month 
       6:30 PM in Room 201 
Point of Contact: City Official on Board, Anne Larkham - 413-564-9304 
Overview: The Commission for Citizens with Disabilities strives to enable and facilitate the full 
integration and participation of people with disabilities in the City of Westfield. 

 

COMMUNITY PRESERVATION COMMITTEE 
Meetings: Quarterly with special meetings as needed 
       6:00 PM 
Point of Contact: Assistant Director of Planning of Development, Jay Vinskey - 413-642-9307 
Overview: The Community Preservation Committee was established in 2003, following a public 
referendum which adopted the Community Preservation Act. The revenues generated from the CPA 
surcharge on property tax bills (which enables supplemental state funding not available to non-CPA 
communities) is used to acquire and preserve land for open space and recreation, preserve and 
restore historical resources or support community housing. The Committee reviews applications and 
recommends the expenditure of CPA funds for qualified projects, which are subject to Mayoral 
endorsement and a City Council appropriation vote. The City's Community Preservation Plan is used 
to evaluate each funding request and to guide the Committee's efforts. Westfield is a member of 
the Community Preservation Coalition, which maintains a statewide searchable CPA Projects 
Database. 
 

CONSERVATION COMMISSION 
Meetings: Second and fourth Tuesday of each month  
                  (except in June, July, August and December) 

       6:30 PM in Room 201 
Point of Contact: Director of Conservation, Anna Meassick - 413-642-9308 
Overview: The Westfield Conservation Commission is a seven-member board charged with 
administrating the Westfield Wetlands Protection Ordinance #1738, Massachusetts Wetlands 
Protection Act (M.G.L. Ch. 131 § 40), and its regulations (310 CMR 10.00). The Commission works to 
protect and enhance wetlands and wildlife habitat, to maintain natural resources, and to preserve the 
quality of life for all inhabitants of Westfield by controlling activities that take place in areas subject to 
protection. The Commission administers the commonwealth’s wetlands regulations by determining 
wetland boundaries; reviewing and permitting projects proposed in or near wetlands and associated 
buffer zones; and by placing conditions on development projects that affect wetlands. 

COUNCIL ON AGING BOARD 
Meetings: Second Monday of each month 

https://www.cityofwestfield.org/138/City-Clerk-Elections
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      12:30 PM at the Senior Center, 45 Noble Street 
Point of Contact: Executive Director, Michael Squindo 413-562-6435 
Overview: The Council on Aging sets policy and direction of services for all senior citizens in 
Westfield. Our philosophy is to promote a higher quality of life by providing services to assist seniors 
in maintaining their independence and productivity. In addition to services, special emphasis is placed 
on activities which encourage social, physical and mental stimulation. 

According to the Executive Office of Elder Affairs, “A Council on Aging (COA) is a department of 
municipal government, authorized under Chapter 40 Section 8B of the Massachusetts General Laws. 
The law states that a Council on Aging may be established for the purpose of coordinating or carrying 
out programs designed to meet the needs of the aging in conjunction with programs of the Office of 
Elder Affairs.” 
 

CULTURAL COUNCIL 
Meetings: Third Tuesday of each month 
       7:00 PM in Room 315 
Point of Contact: Chair, MaryAnn Scognamiglio -413-562-9492 or  
                              Mayor’s Office - 413-572-6201 
Overview: Allocate state funds to support programs in the arts, humanities, and interpretive sciences 
in Massachusetts. This definition includes the study, pursuit, performance, exhibition, and 
appreciation of cultural activities in the broadest sense. 

FIRE COMMISSION 
Meetings: Second Monday of each month 
       6:00 PM at the Little River Fire Station, 366 Little River Road 
Point of Contact: Fire Chief, Patrick Egloff - 413-572-6330 
Overview: The Westfield Fire Commission is a three-member commission appointed by the Mayor. 
The Fire Commission is the appointing authority and has responsibility for the change, management 
and control of the officers and members of the Westfield Fire Department. Some of the duties include 
but are not limited to, the hiring, termination and promoting of firefighters, ruling on grievances, 
deciding on disciplinary matters and approval of funding. 

HISTORICAL COMMISSION 
Meetings: Fourth Monday of each month 
       6:00 PM in Room 201 
Point of Contact: Chair, Kathleen Palmer - 413-374-1242 or 
                              Mayor’s Office - 413-572-6201 
Overview: The Historical Commission was founded in 1963 under state law chapter C. 40, Section 8 
D. The Commission is allowed from 3 to 7 members who are appointed by the mayor for a three-year 
term to make recommendations to preserve, protect and develop historical and archeological assets 
for the city.  

 
LICENSE COMMISSION 
Meetings: Second Monday of each month 
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       6:00 PM in City Council Chamber’s, Room 207 
Point of Contact: Head Licensing Clerk, Valentina Rafalskiy - 413-642-9302 
Overview: The License Commission is the licensing and enforcement agent for all liquor, auto agent 
dealers, food service, entertainment and coin-operated devices licenses. It is responsible for the 
issuing of licenses and enforcing rules, regulations, local ordinances and state laws pertaining to the 
licensing of car dealers and alcoholic beverage licenses. The commission consists of three members 
who serve a six-year term. 

MUNICIPAL LIGHT BOARD 
Meetings: First Wednesday of each month 
       6:00 PM at Westfield Gas & Electric, 40 Turnpike Industrial Road 
Point of Contact: Executive Administrator, Leanne Cloutier - 413-485-1206 
Overview: The Westfield Gas & Electric Municipal Light Board is responsible for establishing the 
direction for the utility, controlling through policy statements, reviewing major programs, and budgets. 
The Municipal Light Board is also responsible for hiring the General Manager of Westfield Gas & 
Electric and evaluating performance. The Municipal Light Board is comprised of six elected officials – 
one from each ward of the city as well as one member appointed by the Mayor. The board is 
accountable to the Massachusetts Department of Public Utilities and other applicable federal and 
state agencies – in addition to the customers, who control the election every two years. 

OFF-STREET PARKING COMMISSION 
Meetings: Third Wednesday of each month 
       6:00 PM in Room 315 
Point of Contact: Director of Community Development, Peter Miller - 413-572-6246 
Overview: The commission’s purpose is to establish public, off-street automobile parking facilities 
and to foster the provisions for commercial, special purpose, and cooperative off-street automobile 
parking facilities within the city. The commission, in doing so, maintains, operates, and through its 
agents, polices all of its facilities in the city. The commission is authorized to plan, design, locate, 
acquire property for, construct, alter, enlarge, use, maintain, operate and lease, either as lessee or 
lessor, public off-street parking facilities. 

PARKS & RECREATION COMMISSION 
Meetings: Second Monday of each month 
       6:30 PM in Room 315 
Point of Contact: Office Manager, Peg Goralczyk - 413-572-6263 
Overview: The Parks Commission was established in Westfield in 1929 and the Recreation 
Commission established in 1968 are combined as one commission “Parks and Recreation”. The 
Parks and Recreation Commission is made up of eight members of the community, appointed by the 
Mayor and approved by City Council. The purpose of the Commission is to set policies and advise the 
Department Head, Mayor, and City Council on needed parks and recreation programs; plan, acquire 
and develop recreation facilities, parks and open space areas to meet current and future needs as the 
city grows. 
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PLANNING BOARD 
Meetings: First and third Tuesdays of each month  
                 (typically reduced frequency during summer months) 
       7:00 PM in City Council Chambers, Room 207 
Point of Contact: Assistant Director of Planning of Development, Jay Vinskey - 413-642-9307 
Overview: The Planning Board is a seven-member citizen board (eligibility is subject to certain ward 
limitations) charged with preparing and adopting comprehensive plans for the City regarding such 
elements as land use, natural and cultural resources, and socioeconomic concerns. It also serves as 
the custodian of the Zoning Ordinance though not as its enforcement authority. On a more routine 
basis, the Board administers the City's Subdivision Regulations and hears zoning applications for 
commercial, residential, industrial and municipal projects requiring special permits and site plan 
approvals. The Board is also designated to concurrently review and administer permits under 
the Stormwater Management Ordinance. Therefore, most major public and private developments 
proposed in Westfield must first receive the approval of the Board. 

POLICE COMMISSION 
Meetings: Second Monday of each month 
       5:30 PM in Room 201 
Point of Contact: Police Chief, Jerome Pitoniak - 413-562-5411 
Overview: The Westfield Police Commission is a three-member commission appointed by the 
mayor.  Their appointments are staggered and are subject to review and approval every two years of 
service.  The commission has responsibility for the charge, management and control of the officers 
and members of the Westfield Police Department.  Some of the duties include, but are not limited to, 
the hiring, terminating and promoting of police officers, ruling on grievances, deciding on disciplinary 
matters, and approval of funding.  

RETIREMENT BOARD 
Meetings: Scheduled as needed and posted with the City Clerk’s Office 
Point of Contact: Executive Director, Liam Browne - 413-572-6239 
Overview: The Retirement System is run by a five-member board, which consists of the following: 

o 2 - Elected Members, who are elected by the members of the retirement system and who must 
be members of the retirement system. Each has a term of three years. 

o 1 - Boards’ Appointment, who is appointed by the four other board members and cannot be a 
city employee, retiree or official. This appointment has a three-year term. 

o 1 - Ex-Officio member, who is the city auditor for the City of Westfield. This person will be a 
member of the board as long as this person remains as city auditor 

o 1 - Mayors’ Appointment, who is appointed by the mayor of Westfield and can be anyone the 
mayor chooses. They will hold the position until the mayor makes a new appointment. 

 
SCHOOL COMMITTEE 
Meetings: First and third Monday of each month 

     7:00 PM in City Council Chambers, Room 207 
Point of Contact: Superintendent’s Assistant, Cindy Minicucci - 413-568-1970 
Overview: Westfield is a PK-12 community school district with an elected 7-member school 
committee with the mayor serving as chairperson by the virtue of holding that office. Each member 
serves on an elected basis for a 4-year term. The primary responsibility of the school committee is to 
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formulate general policies reflecting the educational expectations of the community and adoption of 
the budget. 

TRAFFIC COMMISSION 
Meetings: Meets quarterly on the 3rd Wednesday of March, June, September and December         
Point of Contact: Police Chief Designee, Sgt. Juanita Mejias (Chair) - 413-642-9378 
Overview: The Traffic Commission is responsible for the overall road safety in the city concerning 
signs, road markings, speed limits and designs. Recommendations are sent to the City Council for 
their review and final decision. The commission is a valuable tool that listens to the concerns from the 
members of the community, brings their expertise to the table and makes decisions that make the 
City of Westfield a safe and desirable place to live.  

WATER COMMISSION 
Meetings: First Tuesday of each month 
      5:30 PM in Room 201         
Point of Contact: Office Manager, Alison Daigle - 413-564-3127 
Overview: The Board of Water Commissioners has charge, control, and management of the 
waterworks, water supply, and wastewater treatment systems of the city, and has the powers to 
perform the duties conferred or imposed upon them by Chapter 322 of the Acts of 1897. The Board of 
Water Commissioners consists of three (3) members appointed by the Mayor, subject to confirmation 
by the City Council, and members hold office for 3 years. One member of the Board of Water 
Commissioners is required, to the extent possible, to be specially qualified by education and training 
in matters pertaining to waterworks and water supply. All new water mains and extensions to existing 
water mains must be approved by the Board of Water Commissioners. 

WESTFIELD AIRPORT COMMISSION 
Meetings: Second Thursday of each month 
      5:30 PM at Barnes-Regional Airport, Conference Room – 2nd Floor, 110 Airport Rd         
Point of Contact: Airport Manager, Christopher Willenborg - 413-572-6275 
Overview: The Airport Commission has custody, care and management of the City’s Airport. 

WESTFIELD HOUSING AUTHORITY 
Meetings: Second Tuesday of each month 

      6:00 PM at 12 Alice Burke Way         
Point of Contact: Chairman (Labor Representative), Patrick Murphy - 413-568-9283 
Overview: The Westfield Housing Authority (WHA), along with the City of Westfield, work together to 
meet the needs of housing and improvements to the City’s public housing inventory. The Westfield 
Housing Authority provides safe, decent and sanitary housing for 1,104 low-income families and 
elderly residents. The WHA tenants currently participate in two active tenant associations. They 
provide input on management issues in public housing projects and help to identify and prioritize 
maintenance and resident service needs. The WHA operates 62 units of the state family public 
housing at Colonial Pine Acres, 26 units under its state Chapter 705 Program and 14 units for the 
disabled under the state 689 program. The primary need for public housing is for the modernization 
and ongoing maintenance of the older public housing stock. 
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WESTFIELD REDEVELOPMENT AUTHORITY 
Meetings: First Tuesday of each month 
      8:00 AM         
Point of Contact: Community Development Director, Peter Miller - 413-572-6246 
Overview: The Westfield Redevelopment Authority (WRA) is a corporate and politic body, 
established by the City of Westfield and the Commonwealth of Massachusetts under former 
Massachusetts General Laws (“MGL”) Chapter 121, Section 2600, the predecessor to the present 
MGL Chapter 121B, Section 4 (Chapter 121 was recodified in 1969 as Chapter 121B).  The WRA has 
the powers of an “operating agency” and additional powers as an “urban renewal agency”. The broad 
development capabilities of the WRA include the power to engage in “urban renewal projects” and 
other projects, the power to buy and sell property, the power to acquire property through eminent 
domain, and the power to designate projects under MGL Chapter 121A. The Authority is made up of 
five (5) members, four of which are appointed by the Mayor and approve by the City Council and one 
(1) of which is appointed by the Governor of Massachusetts. 

YOUTH COMMISSION 
Meetings: Meetings are scheduled as needed.      
Point of Contact: Mayor’s Office, 413-572-6201 
Overview: The Youth Commission attempts to create an environment in which young people and 
adults can communicate their thoughts and ideas about the city. These young adults are interested in 
improving the lives of their fellow students by taking the next step in making a difference. 

ZONING BOARD OF APPEALS 
Meetings: First Wednesday of the month (subject to pending business)      
Point of Contact: Assistant Director of Planning of Development, Jay Vinskey - 413-642-9307 
Overview: The Zoning Board of Appeals is a citizen panel consisting of three members and two 
alternates appointed by the Mayor and confirmed by the City Council. Established and acting under 
the Zoning Ordinance and M.G.L. Chapter 40A, it hears appeals of administrative zoning actions, 
petitions for variance relief in the case of a substantial hardship, and certain special permit requests. 
The Board gives due consideration to promoting the public health, safety, convenience and welfare, 
encouraging the most appropriate use of land and conserving property values. It will permit no use or 
condition which is injurious, noxious, offensive or detrimental to a neighborhood, nor will it allow 
zoning relief which would nullify or substantially derogate from the intent or purpose of the ordinance. 
The Board is not an enforcement body; contact the Building Department regarding any concerns with 
zoning compliance. 
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HOW TO POST AN AGENDA: 
__________________________________________________________________________________________ 
All regular meetings posted to the City Calendar are open to the public to attend. 
Meeting notices and agendas must be posted in the City Clerk’s Office 48 hours in advance of the 
scheduled meeting per Open Meeting Laws. Please note, the 48 hour window excludes weekends 
and holidays.  
For example: Monday meeting @ 1:00PM, must be posted before 1:00PM on Thursday.  
 
Postings may be filed in person during office business hours or by emailing an attachment (PDF or 
Word Doc) to both Kaitlyn Bruce, City Clerk at k.bruce@cityofwestfield.org AND Marisa Colon, 
Assistant City Clerk at m.colon@cityofwestfield.org.  

Once received, your meeting notice and agenda will be time stamped and posted to the Online City 
Calendar as well as on the bulletin board on the basement level of City Hall by the elevator. Once we 
post your meeting, we will email a confirmation receipt with your agenda link at which point you 
should check the website to make sure your meeting was posted correctly.  
 
The office closes at 5:00PM, please keep that in mind when emailing agendas to ensure your posting 
is made on time. If you are emailing an agenda that must be posted within 1-2 hours to comply 
with the 48-hour requirement, please call 413-572-6259 to alert the Clerk’s Office.  
 

EMERGENCY MEETINGS: 
__________________________________________________________________________________________ 
Public bodies do not have to post notice 48 hours before an emergency meeting. An emergency is a 
sudden, generally unexpected occurrence or set of circumstances demanding immediate action. An 
example of an emergency is a water main break or a flood, something that requires a public body to 
immediately take action and usually includes issues involving health or public safety. A forgotten 
deadline or scheduling conflicts among members generally will not constitute a valid basis for 
an emergency meeting. If a public body holds an emergency meeting, the public body must post 
notice as soon as reasonably possible prior to that meeting. 

 

REQUIRED INFORMATION FOR AGENDAS TO BE POSTED: 
__________________________________________________________________________________________ 

 The full name of the Public Body that is meeting (No abbreviations) 
 The time, location (address and room #) and full date of the meeting 
 Specific items to be discussed – this includes public participation, whether it is open or 

executive session and specific items being voted upon. “The list of topics must be 
sufficiently specific to reasonably inform the public of the issues to be discussed 
at the meeting.” (OML)  

 Items that should NOT be listed on any agenda include: 
  - “Any items not reasonable anticipated prior to posting”  
  - “New business” or “Old Business” without detailed information on what is going to be 
discussed.  

mailto:k.bruce@cityofwestfield.org
mailto:m.colon@cityofwestfield.org
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 *Executive Session only – Agenda must cite purpose for the Executive Session and 
whether or not the meeting will reconvene in open session.  

 

REVISIONS TO AGENDA: 
__________________________________________________________________________________________ 
In the event of changes/additions to an agenda within 48 of the OML posting requirements, an 
amended agenda needs to be filed with the City Clerk to include revisions as early as possible. We 
will time stamp and post both versions on both the website and bulletin board.  

Please email any Cancellation Notices prior to the meeting to both Kaitlyn and Marisa so the Online 
City Calendar and bulletin board can be revised.  
 

MEETING MINUTES: 
__________________________________________________________________________________________ 
Please email all minutes to Karisa Zerbato, karisa.zerbato@cityofwestfield.org  

Draft Minutes do not need to be emailed to the City Clerk’s Office. 

Per the Open Meeting Laws, Public bodies are required to create and maintain accurate minutes of 
all meetings, including executive sessions. The minutes, which must be created and approved in a 
timely manner, must include: 

• the date, time and place of the meeting 
• the members present and absent  
• the decisions made and actions taken, including a record of all votes (Votes in 

executive session must be recorded in the minutes by a roll call)  
• a summary of the discussions on each subject  
• a list of all documents and exhibits used at the meeting 

(Please be sure that minutes include a list of documents used and in which office they 
will be stored if they are not attached to the minutes. This applies to both Open and 
Executive Session.) 

 
Once minutes are accepted by a committee vote, they should be signed by the Chair or scribe and 
submitted to the City Clerk’s Office to be posted on the City Website in a timely fashion.  
 

EXECUTIVE SESSION MINUTES: 
__________________________________________________________________________________________ 
When submitting approved executive minutes to the Clerk’s Office, please include one of three 
messages in the body of the email: 

 Public – unrestricted 
 Public *on a redacted basis 
 Closed for confidentiality purposes. 

*They also MUST contain the date they were released* 

Please refer to the Attorney General’s Office for complete understanding of the Open Meeting 
Law: www.mass.gov/ago/openmeeting 

mailto:karisa.zerbato@cityofwestfield.org
http://www.mass.gov/ago/openmeeting


CITY OF WESTFIELD 
BOARD-COMMISSION APPOINTMENT 

STATEMENT OF INTEREST 
 

CONTACT INFORMATION 
 
NAME  ____________________________________________________________________________________________________________ 
 
ADDRESS ________________________________________________________________________________________________________ 
 
HOME  ______________________________ WORK  ___________________________ CELL  _________________________________ 
 
E-MAIL ___________________________________________________________________________________________________________ 
 
 
POSITION SOUGHT _____________________________________________________________________________________________ 
 
WORK INFORMATION (List most recent or relevant; Attach additional if necessary) 
 
EMPLOYER _____________________________________ JOB TITLE ___________________________________________________ 
 
DATE OF EMPLOYMENT ____________________________ TO ______________________________________________________ 
 
STATEMENT OF DUTIES _______________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________ 

 
PERSONAL STATEMENT (Please provide a brief statement on your experience, interest, past 
community involvement, and any other information you might find relevant; A resume, while not 
necessary, is welcome as well.  Feel free to continue on the back or on a separate attached paper). 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
Do you have any conflicts that may affect your ability to serve on this board or commission? 
 
_____________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________ 





































































































  
 

 
  

How to be an Effective Member  
of a Public Board or Commission 

Guide for Members of Public 
Boards and Commissions 

Jeffrey S. Shapiro, Esq., CIG 
Inspector General 
Office of the Inspector General 
Commonwealth of Massachusetts 

October 2024 



 



About the Office of the Inspector General 

The Office of the Inspector General for the Commonwealth of 
Massachusetts (OIG) is an independent agency charged with preventing 
and detecting fraud, waste and abuse in the use of public funds and public 
property. The OIG investigates allegations of fraud, waste and abuse and 
identifies vulnerabilities and opportunities for improvement.   

The OIG Academy offers professional training on a broad range of topics 
including public procurement, fraud awareness and prevention, and 
contract management. The class on Boards and Commissions helps public 
board members oversee their organizations and understand the 
importance of transparency, efficiency and accountability when making 
decisions, spending money and using public resources.   
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Guide for Members of Public Boards and Commissions 

Congratulations on your appointment to a public board or commission 
(public board). Your service to the residents of Massachusetts is essential 
to good government. This guide provides an overview of your duties and 
responsibilities as a board member and is meant to serve as a starting 
point for your preparation to serve.   
If your board has oversight of or provides advice to an entity that uses 
public funds and/or public property, use this guide to understand your 
duties and obligations. Your work is important, whether you are advising 
a public organization on policy matters, approving salaries, reviewing the 
budget, or assessing the executive director’s performance. Your 
participation, insights and engagement as a resident and active decision-
maker are essential to ensuring that your public organization fulfills its 
mission and uses public resources appropriately. 

This guide outlines practices, such 
as upholding fiduciary principles, 
that will help you effectively 
perform your role. It also provides 
an overview of the laws that apply 
to your position. These laws relate 
to the meetings your board holds, 
your official acts and 
communications, and your 
individual conduct. These laws serve 
to promote open, transparent and 
accountable government, all of 
which are essential elements to our 
representative democracy. 

 

The appendix at the end of this guide contains additional resources, 
including contact information for state agencies that interpret and 
enforce the laws applicable to you and your board. 
 
Thank you again for your commitment to fulfilling your duties and 
responsibilities as a public board member.   

Public boards take many forms, 
such as: 

• Public university boards of 
trustees 

• Redevelopment authority 
boards of trustees 

• Municipal light department 
boards of commissioners 

• Housing authority boards 
• Town finance committees 
• Library boards of trustees 
• Municipal select boards 
   

 



Practices for Effective Board Members 

The following practices will help you succeed in fulfilling your obligations 
as a public board member. 
 

Learn about the public organization.  
 
When you are first appointed, learn about the public organization’s 
mandate or mission, which may be found in state law or a local ordinance. 
A public organization’s mandate often identifies the scope of its authority 
to carry out its public purpose or service, as well as any procedures 
governing how it achieves its mission and any regulations or by-laws that 
its officers or appointees must follow.    
 
In addition, learn how the public organization fulfills its mission. Relevant 
information can be found in past annual reports and budgets, as well as 
a current organizational chart. Learn about recent achievements and 
upcoming initiatives or special projects.1 

 
 

What is the public organization’s mission or mandate? 

What rules, regulations or by-laws govern the public 
organization, if any?  
How does the organization carry out its mission or 
purpose? 

 
The answers to these questions will help you understand how the public 
organization operates and will enable you to become an effective and 
involved board member. 

 
1 The State Auditor conducts periodic audits of state agencies, quasi-state 
agencies and housing authorities. If you serve on such a board, check the State 
Auditor’s website, available at www.mass.gov/auditor, for audit reports on your 
public organization. 

http://www.mass.gov/auditor


 
How is the organization structured? 
What is the organization’s annual budget? Who sets 
the budget and who decides how it is spent? 
Who are the senior officials in the organization and 
what are their roles?  

What are the major projects or objectives that the public organization is 
considering over the next few years? What will be the projected cost of 
these projects? 
Are the proposed projects and objectives consistent with the mission of 
the public organization and with the organization’s budget and other 
priorities? 
 

Educate yourself about the role of your board and your role 
as a board member. 
 
To be an effective public board member, you need to understand your 
board’s role with respect to the public organization. Some boards provide 
direct oversight to ensure that the public organization operates 
effectively and in accordance with its mandate, while others work in an 
advisory capacity to help guide a public organization toward particular 
goals and outcomes. The board’s role is usually set out in a statute, local 
ordinance or other enabling document. 

 
What is the scope of the board’s authority and what 
is the source of that authority? 
What matters typically come before the board? 
Based on the board’s role with respect to the 

organization, are there other matters that should be brought before 
the board? 
 

You should also understand how the board operates, including how often 
it meets, how the agenda is established and the procedures that govern 
the meetings.  As a starting point, read the meeting minutes from at least 
the past four board meetings. 



How often does the board meet? Is the board required 
to meet on a specific schedule and, if yes, what is that 
schedule?  
Who sets the agenda for the meetings?  Can board 
members submit topics for the agenda?  

Does your board follow written procedures for meetings, such as Robert’s 
Rules of Order?   
How does the board vote?  Are all votes conducted in the same manner? 

 
Furthermore, take steps to learn how the chairperson and other officers 
are selected, if there are limits for serving as an officer and whether your 
board may establish committees. Request lists of all current board 
members and committees. 

 

Uphold fiduciary principles and act in the best interests of 
the public organization. 
 
In some instances, the law may consider you a fiduciary. A fiduciary is 
someone who owes a particular duty of care, known as a fiduciary duty, 
to an entity or individual – in this case, a public organization. A fiduciary 
duty requires an individual to act with good faith, loyalty and due care.  A 
fiduciary must act in the best interests of the public organization. 

Even if you are not a fiduciary under the law, fiduciary principles should 
guide the decisions that you and your board make. Adhering to fiduciary 
principles will help the board recognize that it is a steward of the public 
funds entrusted to the organization, and that the board plays a vital role 

in ensuring the public organization 
fulfills its mission. As part of 
upholding fiduciary principles, the 
board should always act 
independently, with care and in the 
best interests of the organization.  
 
Board members who adhere to the 
fiduciary principles will be active 

A fiduciary is “someone who is 
required to act for the benefit 
of another person on all 
matters within the scope of 
their relationship; one who 
owes to another the duties of 
good faith, loyalty, due care, 
and disclosure.” Black’s Law 
Dictionary 10th ed. (2014). 



participants in board matters, will stay informed and will act in the best 
interests of the organization. Fiduciary principles remind the board that 
it must act on behalf of the organization, not its executive. They will lead 
the board to actively oversee the executive and to expect accountability 
from the executive, which will help the public organization operate 
effectively, transparently and in accordance with its mission. 

Exercise care when making decisions and voting. 
 
To be an active and effective board member, you must be informed.  
Consequently, before your board meets, arm yourself with accurate 
information to make thoughtful decisions. Take time to prepare for 
meetings in advance; read the materials that are distributed and think 
about the issues on the agenda. 

 
How far in advance does the board receive meeting 
materials so that you can properly prepare for pending 
actions before voting on a matter before the board? 
What is the procedure for requesting the organization to 

provide additional information, either in advance of or at a meeting? 
What is the procedure for asking individuals from the organization to 
attend the meeting to provide additional information? 
 
Public discourse, analysis and debate are expected, whether public board 
members are trustees of a public college or commissioners of a local 
housing authority. When your board meets, ask probing questions that 
are relevant to the issue and debate the issue at hand during meetings to 
get information that will help you make informed decisions.  If the chair 
of the board or an official in the organization does not provide you with 
the necessary information to make an informed decision, ask for it.  If you 
do not receive the information you need, ask to change the date of the 
vote.  
Before voting on a matter, ask: 



What statutes or regulations apply to the requested 
action? 
What internal procedures apply to the requested 
action and were those procedures followed? 
Does the requested action align with the public 
organization’s mission, responsibilities, priorities and 

budget? 
Do you need additional data so that you can make an informed 
decision? 
Do you need to hear from others in the organization?  For instance, 
does legal counsel or human resources have information necessary 
to make this decision?  

 
Finally, exercise your own judgment and always act in the best interests 
of the public organization.  Do not allow yourself to be marginalized by 
an executive or fellow board member who may assert knowledge or 
expertise above yours or who simply does not agree with you.  Do not 
rubber stamp official acts that come before your public board – your work 
is important and you need to be informed.  
 

Actively oversee the executive who leads the organization. 
 
It is likely that your public organization is run by an executive, such as a 
public college president, a director or other professional, and that your 
board is responsible for overseeing the executive. If so, respect the trust 
the public placed in you. While you do not want to micromanage the day-
to-day management of the public organization, you do want to make 
certain that the executive’s actions align with the objectives of the public 
organization. The executive reports to you and is accountable to the 
board. Be an active overseer. 
 
Expect the executive to timely inform the board of major projects, 
expenditures and initiatives. Use board meetings to discuss substantive 
issues with the executive, such as budget planning, capital projects and 
significant policy matters. Ask questions, seek clarification and get back-
up documentation. Collaboration with the executive will require open 
communication and information-sharing.   



 
What are the executive’s objectives and priorities for 
the organization? 
Do these objectives align with the organization’s 
mission and values? 

  What are the financial costs of achieving these objectives? 

 
To help both the executive and the 
organization, your board should conduct an 
annual performance evaluation of the 
executive. It also must establish a system to 
track and account for the executive’s 
vacation, sick and work time. Both the 
performance assessment and the 
mechanism used to account for the 
executive’s time should be established in 
writing. The board also should ensure that 
the organization can track other expenses and requests for 
reimbursements.   
 
The board should approve the executive’s expenses and reimbursements 
(at least those above a certain dollar threshold). This includes reviewing 
the back-up documentation for the executive’s expenses and 
reimbursements.  Staff who report to the executive are not in a position 
to question the executive’s performance, expenditures or conduct; the 
board’s independence and oversight in this regard are therefore critical.   
 
Similarly, perform your due diligence before signing the executive’s 
contract – whether it is the executive’s first contract or a renewal. Your 
board should do its own, independent research to ensure that the salary 
and other benefits offered, including vacation time, sick leave and other 
fringe benefits, are reasonable and consistent with standard practices. 
Make sure that they are comparable to those of other executives with 
like experience and expertise who work in similar public settings.  And 
very importantly, ensure that the compensation is consistent with the 
public organization’s budgetary commitments. 

 

Consider establishing an 
independent audit 
committee that reports to 
the board. Among other 
duties, the committee 
could periodically audit 
reimbursements and 
expenses at the executive 
level. 



Finally, apply the same due diligence if you must recruit a new executive 
for the public organization. Conduct an appropriate search that provides 
you with a talented applicant pool. As part of the selection process, speak 
with references and conduct a background check. 

 
What is the organization’s budget for the executive’s 
salary? 
How much time is the executive required to devote to 
the public organization?   
How does the organization document and verify the 
executive’s work, vacation and sick leave hours? 

 
What is the public organization’s expense reimbursement policy?  
Is it consistent with the public organization’s mission and objectives? 
Does it clearly define how the executive’s expenses are reviewed and 
approved?   
Do the executive’s reimbursement requests match legitimate 
expenses related to the public organization’s public purpose? 
 
 

Actively monitor and protect public expenditures. 
 

Your board may be responsible for approving budgets, capital projects 
and other expenditures. If that is the case, your public board ensures that 
a public organization utilizes its finite public resources wisely and 
complies with the laws that govern the use of those resources. You are 
the steward of those resources as a public board member.   
 
As a starting point, learn to read a financial statement.  You do not need 
to be an accounting expert, but understanding financial statements is 
essential to ensuring that your organization is using its public resources 
appropriately. If accounting is not your area of expertise, consider asking 
a professional from within the organization to give the board a tutorial 
on reading financial statements.  Be sure to not only look at the figures in 
the financial statement, but also be sure to review the accounting firm’s 
notes regarding litigation and other matters that may affect the financial 
soundness of the organization.  Also, when financial material is presented 
at a board meeting, ask questions to clarify any unclear information.  



Chances are high that if you are uncertain about the information, other 
board members are, too.    
 
You also should understand the public bidding laws that apply to your 
organization. In Massachusetts, many public organizations must follow 
particular laws and procedures before 
undertaking construction projects; 
buying supplies, services and real 
property; or disposing of surplus 
supplies and property. The Legislature 
designed these laws to ensure that all 
qualified vendors have a fair and equal 
opportunity to compete for public 
contracts and that taxpayer money is 
spent wisely.  To the extent you can, 
educate yourself or obtain training on these laws.  Additional resources 
to help you understand these laws are available in Appendix A at the end 
of this guide.   
 

What laws must the public organization follow related to 
purchasing or disposing of goods, services and real 
property? 
What laws must the public organization follow in 
connection with construction projects?  

What are the public organization’s written procurement policies?  
What audit procedures are in place to ensure that the organization is 
complying with state law and its internal procedures? 

 
At the state level, the Massachusetts Comptroller maintains “CTHRU,” a 
comprehensive electronic database of state expenditures, including state 
salaries and payments made to vendors by state agencies. Use this 
database, available at www.macomptroller.org, to learn more about your 
agency’s expenditures or to compare your organization’s expenses to 
other public organizations. 
 
If you are a member of a local board that serves a local public 
organization, inquire about whether there is an electronic resource like 

The Office of the Inspector 
General provides several 
resources, including procurement 
charts and manuals, to help you 
understand public bidding and 
construction laws. For more 
information, please visit the 
Office’s website, available at 
www.mass.gov/ig. 

http://www.macomptroller.org/
http://www.mass.gov/ig


CTHRU, so that you may have more information at your fingertips about 
the budget, salaries and spending of the organization. This will help you 
make meaningful determinations about financial matters that come 
before your board.    
 

Detect and report suspected fraud, waste or abuse of public 
resources. 
 
Any misuse of public funds and resources affects a public organization’s 
financial well-being, reputation and ability to accomplish its mission. As a 
public board member, you have an important role in preventing and 
detecting fraud.  You and your fellow members are custodians of the 
public trust. You have the responsibility to protect public resources, 
including money, assets, real property, employee time, digital records 
and other types of data. Massachusetts residents have entrusted these 
public resources to your care.  
 

Although most employees are honest and hardworking, fraud and other 
misconduct still occur, so you must diligently apply preventative 
measures – often referred to as internal controls – to help safeguard 
public assets and taxpayers’ interests. As a result, all organizations need 
internal controls. Every internal control must be based on the specific 
organization.  Some common elements of an internal control plan to 
protect public resource include the following:  

• The segregation of duties performed by employees to ensure no 
one individual can commit and cover up their own wrongdoing.   

• Approval processes for expenditures, with increased oversight 
for larger expenditures. 

• Methods to track and monitor employee time and attendance, 
including the use of leave time.  

• Controls to track the public organization’s acquisition and 
disposition of public assets, such as vehicles, equipment, supplies 
and petty cash.   

• Fraud-reporting mechanisms, including a telephone or email 
hotline or an independent complaint review process. 

• An anti-fraud policy, as well as employee training on the policy 
and annual reminders to follow the policy. 



• A code of conduct with standards related to conflict of interest 
and other professional standards that align with the public 
organization’s mission. 

• Tone at the top: communication from the organization’s 
administration about its commitment to the highest ethical and 
professional standards. 

• Careful vetting of employees – both before and after hiring – to 
ensure that their background and professional certifications 
meet the entity’s standards and support the entity’s mission. 

Further, you should determine whether the board has an internal audit 
committee to check and verify expenses.  If not, advocate for the creation 
of one.  The board needs to set the “tone at the top,” and communicate 
that the public organization has zero tolerance for fraud and other 
inappropriate activity. An ethical work environment with internal 
controls is essential to the proper use of public resources.   
 

What fraud risks exist in the public organization your 
board oversees? 
What types of internal controls are in place to properly 
monitor the use of public resources? 

Does the public organization or your board perform compliance 
reviews or audits? 
Does your public organization have an anti-fraud program that 
includes training, policies, new-hire background checks and a fraud 
hotline or other fraud-reporting mechanisms? 
 

Report suspected fraud, waste or other misuse of 
public funds on our online form, by telephone at 

(800) 322-1323, or email at 
IGO-FightFraud@mass.gov.  
All reports are confidential. 

https://www.mass.gov/forms/report-fraud-waste-or-abuse-of-government-funds-or-property-to-the-oig-online-form
tel:8003221323
mailto:IGO-FightFraud@mass.gov.


Legal Obligations of Public Board Members 

As a member of a public board, you are subject to certain laws with which 
you should become familiar. 
 

Conflict of Interest Law 
 
The state’s conflict-of-interest law is designed to ensure that all public 
employees act for the benefit of the public organization, free from 
personal bias or gain. The law impacts your conduct as a board member, 
as well as certain activities you undertake separate from your board 
membership.   For instance, the law: 

• Restricts you from discussing or voting on matters in which you or 
an immediate family member, or your private business has a 
financial interest. 

• Restricts you from accepting gifts and gratuities, if given because 
of some official act or because of official position, even if the gift or 
gratuity would not influence your actions as a board member. 

• Requires you to disclose in writing any appearances of a conflict of 
interest prior to performing your official duties and prohibits 
favoritism toward a family member or friend or bias against 
anyone. 

• Restricts you from representing business or other interests before 
your board. 

• Requires annual training on the conflict-of-interest law and 
acknowledge receiving a summary of the conflict-of-interest law.  

• Requires board members to file disclosures in certain instances 
involving actual and potential conflicts of interest.   
 

The State Ethics Commission provides free advice to all public 
employees on the conflict-of-interest law. Its website, available at 
www.mass.gov/ethics, also contains helpful advisories, guides and 

rulings. 
 
 

http://www.mass.gov/ethics


Open Meeting Law 
 
Like the conflict-of-interest law, the open meeting law applies to both 
your individual conduct and the board’s operations. The open meeting 
law promotes transparency in government and contains specific notice 
requirements to ensure that the public knows – prior to the meeting – 
when and where the board will meet and what topics will be discussed at 
the meeting. 
Specifically, the law states that: 

• Public boards must give advanced notice of the topics that will be 
discussed at a meeting. 

• Meetings of public boards must be open to the public, although in 
limited circumstances members may hold certain aspects of the 
meeting in closed session, away from public view (see Appendix B). 

• Discussing certain matters with other board members outside of a 
properly noticed meeting – such as by email or telephone – will likely 
violate the open meeting law.   

  

The Massachusetts Attorney General’s Office (AGO) is responsible 
for interpreting and enforcing the open meeting law. It produces a 
comprehensive guide to the open meeting law, as well as helpful 

educational material and rulings. The AGO also provides in-person 
and online trainings about the open meeting law. Visit the AGO’s 
website, available at www.mass.gov/the-open-meeting-law, or 
contact the AGO’s Division of Open Government at (617) 963-

2540, to learn more about the open meeting law. 
 
 

 
 
 
 

 
 

https://www.mass.gov/the-open-meeting-law


Public Records Law 
 
The public records law supports transparency of the decision-making 
process and promotes the accountably of public employees, public 
boards and government officials to the taxpayers.   
 

Consequently, the law requires that certain records are retained for a 
period of time, and that those records are turned over in response to a 
public records request. All records related to the board’s business are 
considered public even if they are on a personal computer, personal 
cellphone or personal email account.    

 

All public boards receive and generate public records in the regular 
course of business. You also generate public records when you operate 
in your official capacity as a public board member. If you communicate 
with another individual in your official capacity or exchange information 
about matters under your board’s purview, for instance, you may create 
a public record even if you use your personal email, voicemail or video 
recording to transmit that information.  A common misperception exists 
that communications on personal email accounts or via text messages are 
not subject to the public records law; this is incorrect as all board-related 
communications are subject to public disclosure.  
 

For more information on the state’s public records law, please 
contact the Public Records Division at the Secretary of the 

Commonwealth’s Office at (617) 727-2832. The Secretary of the 
Commonwealth’s Office also has developed a free, 

comprehensive guide to the public records law.  The guide, titled 
A Guide to the Massachusetts Public Records Law, is available on 

the Secretary of the Commonwealth’s website at 
www.sec.state.ma.us. 

 

 
 
 

http://www.sec.state.ma.us/


Conclusion 
 
The OIG would like to thank the Office of the Attorney General, the 
Secretary of the Commonwealth and the State Ethics Commission for 
their assistance in creating this guide. We hope you find it helpful and will 
call any one of the agencies on the following page for assistance with 
fulfilling your important role as a public board or commission member. 
 
Thank you for your service and may you find meaning and fulfillment as 
you serve the public as a Board Member or Commissioner. The 
Commonwealth is fortunate to have you serve. Please accept the 
appreciation for your service from the Office of the Inspector General.  
 



Appendix A: Sources of Advice and Assistance 

Office of the Attorney General  

The Office of the Attorney General 
interprets and enforces the open 
meeting law.  

www.mass.gov/service-details/open-
meeting-law-training-videos. 

 Telephone: 617-963-2540 
Email: openmeeting@mass.gov 
Website: www.mass.gov/ago  

Office of the Comptroller 

The Office of the Comptroller is 
responsible for developing internal 
control guidelines for 
Commonwealth departments, 
including state agencies and quasi-
state agencies. 
 

Telephone: 617-727-9140 
Email: comptroller.info@mass.gov 
Website: www.mass.gov/comptroller  

Office of the Inspector General  

The Office of the Inspector General is 
an independent agency that 
prevents and detects fraud, waste 
and abuse of public resources. 

Telephone: 617-727-9140 
Email: MA-IGO-Training@mass.gov 
Website: www.mass.gov/ig 

Secretary of the Commonwealth  

The Secretary of the Commonwealth 
administers the public records law. 

Telephone: 617-727-2832 
Email: pre@sec.state.ma.us  
Website: www.sec.state.ma.us 

State Ethics Commission  

The State Ethics Commission 
administers and enforces financial 
disclosure and conflict-of-interest 
law. It also renders written advisory 
opinions upon request. 

Telephone: 617-371-9500  
Website: www.mass.gov/ethics 

http://www.mass.gov/service-details/open-meeting-law-training-videos
http://www.mass.gov/service-details/open-meeting-law-training-videos
mailto:openmeeting@mass.gov
http://www.mass.gov/ago
mailto:comptroller.info@mass.gov
http://www.mass.gov/comptroller
http://www.mass.gov/ig
mailto:pre@sec.state.ma.us
http://www.sec.state.ma.us/
http://www.mass.gov/ethics


Appendix B:  Reasons for Entering Executive Session 

While all meetings of public bodies must be open to the public, certain topics 
may be discussed in executive, or closed, session. The open meeting law, G.L. c. 
30A, § 21, sets out ten permissible reasons for entering executive session: 

1. To discuss the reputation, character, physical condition or mental health, 
rather than professional competence, of an individual, or to discuss the 
discipline or dismissal of, or complaints or charges brought against, a public 
officer, employee, staff member or individual; 

2. To conduct strategy sessions in preparation for negotiations with nonunion 
personnel or to conduct collective bargaining sessions or contract 
negotiations with nonunion personnel; 

3. To discuss strategy with respect to collective bargaining or litigation if an 
open meeting may have a detrimental effect on the bargaining or litigating 
position of the public body and the chair so declares; 

4. To discuss the deployment of security personnel or devices, or strategies 
with respect thereto; 

5. To investigate charges of criminal misconduct or to consider the filing of 
criminal complaints; 

6. To consider the purchase, exchange, lease or value of real property if the 
chair declares that an open meeting may have a detrimental effect on the 
negotiating position of the public body; 

7. To comply with, or act under the authority of, any general or special law or 
federal grant-in-aid requirements; 

8. To consider or interview applicants for employment or appointment by a 
preliminary screening committee if the chair declares that an open meeting 
will have a detrimental effect in obtaining qualified applicants; provided, 
however, that this clause shall not apply to any meeting, including meetings 
of a preliminary screening committee, to consider and interview applicants 
who have passed a prior preliminary screening; 

9. To meet or confer with a mediator, as defined in section 23C of chapter 233, 
with respect to any litigation or decision on any public business within its 
jurisdiction involving another party, group or entity, provided that: 

(i) any decision to participate in mediation shall be made in an open 
session and the parties, issues involved and purpose of the 
mediation shall be disclosed; and 



(ii) no action shall be taken by any public body with respect to those 
issues which are the subject of the mediation without deliberation 
and approval for such action at an open session. 

10. To discuss trade secrets or confidential, competitively sensitive or other 
proprietary information provided: 

in the course of activities conducted by a governmental body as an energy 
supplier under a license granted by the department of public utilities 
pursuant to G.L. c. 164, § 1F. 

Public Body Checklist for Entering Into Executive Session 
Issued by the Attorney General’s Division of Open Government  March 12, 2013 

� Executive session listed as a topic for discussion on meeting notice, 
including as much detail about the purpose for the executive session as 
possible without compromising the purpose for which it is called. See G.L. 
c. 30A, § 20(b); 940 CMR 29.03(1)(b). 

� Public body convened in open session first. G.L. c. 30A, § 21(b)(1). 

� Chair publicly announced the purpose for executive session, citing one or 
more of the 10 purposes found at G.L. c. 30A, § 21(a). (see above) 

� Chair stated all subjects that may be revealed without compromising the 
purpose for which the executive session was called. G.L. c. 30A, § 21(b)(3). 
For example, the Chair identified the party a public body may be 
negotiating with, or the litigation matter the public body will be discussing. 

� Chair stated whether the public body will adjourn from the executive 
session or will reconvene in open session after the executive session. G.L. 
c. 30A, § 21(b)(4). 

� For Executive Session Purposes 3, 6, and 8: 

o Chair publicly stated that having the discussion in open session 
would have a detrimental effect on the public body’s negotiating 
position, bargaining position, litigating position, or ability to 
obtain qualified applicants. G.L. c. 30A, §§ 21(a)(3), (6), (8). 

o A majority of members of the body voted by roll call to enter into 
executive session G.L. c. 30A, § 21(b)(2).  

Note that this checklist is intended as an educational guide and does not 
constitute proof of compliance with the Open Meeting Law.  For questions, 
please contact the Attorney General’s Division of Open Government at 617-
963-2540 or via email at openmeeting@state.ma.us. 



Appendix C:  Red Flags for Fraud 
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