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I.   PREAMBLE 
 
The Bridgewater Planning Board and Zoning Board of Appeals (“Boards”), as Town Manager appointed 
representatives of the people of Bridgewater, commit to the highest levels of openness and transparency in their 
meetings and deliberations, consistent with the prudent transacting of the business of the town.  These rules and 
procedures are intended to codify and clearly express the means and methods of communicating at meetings.  Public 
input and engagement are a high priority for the Boards.  The rules and orders contained herein shall be observed at 
every meeting of the Boards.  
 
II.  PARLIAMENTARY PROCEDURE 
 
The Boards shall be governed by the most recent edition of Robert’s Rules of Order in all questions of parliamentary 
practice not provided for by special rules or orders. 
 
III.  BOARD MEETINGS 
 
Regular meetings of the Boards shall be held in the Council Chamber as follows:  Planning Board on the first and 
third Wednesday of each month, or as otherwise voted by the Board, commencing at 6:30 PM; Zoning Board of 
Appeals on the second and fourth Wednesday of each month, or as otherwise voted by the Board, commencing at 
7:00 PM.  
 
IV.  QUORUM 
 
A quorum of the Boards shall consist of a majority of its members.  If at any time a meeting is called to order, or, if 
during a meeting a roll call shows less than a quorum present, the Chairman shall declare a recess of not more than 
fifteen minutes, after which time, if a quorum is not present, the meeting shall be adjourned.  Any member may call 
for a roll call on the question of the presence of a quorum. 
 
V.  PUBLIC POSTINGS 
 
In accordance with the Massachusetts Open Meeting Law, M.G.L. c. 30A, §§ 18-25, public notices of all Board 
meetings, must be posted with the Town Clerk a minimum of 48 hours before any meeting and posted according to 
the Town’s posting requirements.   
 
VI.  MINUTES 
 
A written record of each Board meeting is required by law and becomes part of the public record.  Meeting minutes 
must contain the date, time, and place of the meeting, members present or absent, the names of the makers and seconds 
of all motions, all formal votes of the Board, and a brief summary of discussion (per Robert’s Rules).  Minutes must 
be approved by a majority of the Board.  Minutes of all meetings, once approved, must be placed on file in the office 
of the Town Clerk, where they will be available for public inspection upon request, and shall be posted to the Town’s 
website.  In addition, an electronic copy will be kept on file in the Community and Economic Development Office.   
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A digital copy of each meeting and/or and audio recording of each meeting, in its entirety, with the exception of 
executive session, will be available upon request.  The Community and Economic Development Director may assess 
a fee similar to fees assessed for public records requests to copy and produce the recording.   

 
VII.  THE CHAIR -- POWERS AND DUTIES 
 
The Chair, or Vice Chair in the absence of the Chair, shall call the meeting to order at the hour appointed for the Board 
to meet.  In the absence of a Chair and Vice Chair, the Board will designate a presiding Chair by seniority.     
 
VIII.  PRESERVATION OF DECORUM AND ORDER  
 
The Chairman shall preserve decorum and order, may speak to points of order in preference to other members, and 
shall decide all questions of order. 
 
IX.  VIVA VOCE AND RAISED HANDS 
 
All questions shall be stated and put by the Chairman.  In case of a roll call vote, the Chairman shall declare the result.  
The Chairman shall alternate calling the roll from left to right, then right to left.  The results of viva voce votes shall 
be declared by the Chairman.  Where a raised hand vote is taken, the Chairman shall count and announce the result.  
Where the result of a viva voce vote is in doubt, the Chairman may, and on demand of any member, shall call for a 
division of the Board, which shall be taken by a show of hands, or by a roll call if requested by any member.  It shall 
not be in order for members to explain their votes during the call of the roll. 
 
Every member present when a question is put shall vote, unless the Board for special reasons excuses him or the 
member has a conflict of interest.  If the member has a conflict of interest on any issue before the Board, he/she must 
remove themselves from the presence of the Board until said issue has been decided or continued.   
 
X.  THROUGH THE CHAIRMAN 
 
All remarks and questions shall be addressed to the Board as a whole through the Chairman and not to any member 
thereof.  No person other than members of the Board and the person having the floor shall enter into discussion either 
directly or through a member of the Board without permission of the Chairman. 
 
XI.  RECESS 
 
The Chairman may at any time, during debate or otherwise, declare a recess and such action shall not be subject to 
appeal, nor shall any motions apply thereto. 
 
XII.  ADDRESSING THE CHAIRMAN 
 
Every member speaking to a question or making a motion shall address the Chairman as “Mr./Madame Chairman,” 
who shall thereupon pronounce the name of the member entitled to the floor.  Members addressing the Board shall 
confine themselves to the question under debate and avoid personalities; nor shall there be any conversation among 
the members while a question is being stated, while a member is speaking, or a paper is being read.  If a member is 
speaking or otherwise transgresses the rules of the Board, any other member may call the offending member to order 
by addressing the Chairman. 
 
XIII.  CHAIRMAN MAY SPEAK 
 
The Chairman may speak in favor of, or in opposition to, any motion and will be bound by the same rules as those 
which are applied to other speakers; i.e., speaking once for no more than three minutes, as referenced in section 
XXXIII, and not to speak again until all others who wish to speak have spoken once. 
 
 
XIV.   CITIZENS COMMENTS 
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The Boards encourage citizens to attend its meetings and welcomes their views on issues of import.  Public Hearings 

before the Boards will provide opportunity for interested parties to address the Board.  Anyone may comment at this 

time for up to three minutes.  Comments and/or inquires should be made in a respectful manner and not cast 

aspersions on individual Board members or the Board as a whole.  All inquires should be responded to if the 

information is available at the time or a public response should be forth coming at a future meeting of the Board. 

Responses shall be limited to the question at hand and are limited to three minutes.  The Chairman shall have the 

discretion to declare any question or comment duplicative.  The Chairman may waive the three-minute time limit in 

special circumstances.   

 
XV.  POINT OF ORDER 
 
Any Member on being called to a point of order shall cease debate until the point of order is decided, unless allowed 
by the Chairman to explain. 
 
XVI.  ELECTION OF OFFICERS 
 
Annually, a majority of all members shall elect a Chairman and Vice Chairman.   
 
XVII.  ORDER OF BUSINESS AND AGENDA 
 
At every meeting of the Boards the standard order of business shall be as follows: 
 

A. Call to Order 
B. Public Hearings 
C. Public Meetings/Board Business 
D. Approval of Minutes 
E. Director’s/Planner’s Report 
F. Board Liaison Reports 
G. Executive Session (if needed, and may be first to accommodate the Town Attorney’s schedule) 
H. Adjourn 
 

 
All items for the agenda, including any relevant communications from town officers and town boards other than the 
Community & Economic Development Director or Assistant Planner, shall be submitted to the Community and 
Economic Development office in writing no later than Noon on the Wednesday preceding the regular Board meeting.  
This does not apply to new applications for public hearings.  The agenda including any additional relevant information 
shall be provided to the Board by 4:00 PM on the Friday preceding the regular meeting. 
 
All information requests and correspondence for the Boards shall be submitted through the Community and Economic 
Development Department (“the Department”) the Department staff will coordinate, manage and prioritize the requests 
and responses and distribute information when necessary.   

 
XVIII.  HEARINGS  
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The time devoted to public hearings at any meeting shall not be more than three (3) hours at any one sitting and in no 
case shall public hearings extend past 10:00 PM.  Any hearing not completed within the specified time may be 
continued to another date-specific meeting.   
 
Public hearing format (after petitioner’s presentation): 
 

1. Director/Planner’s Report or Comments 
2. Town Engineer or Outside Consultant’s Report or Comments, if applicable 
3. Questions/Comments from public 
4. Questions/Comments from Board Members 
5. Close the Public Hearing 
6. Vote 

 
 
 
XIX.  DEBATE DECORUM 
 
Every member when about to speak shall address the Chairman and wait until recognized by the Chairman.  No 
member shall be recognized unless seated.  Every member, when about to speak, shall raise their hand to be recognized 
and respectfully address the Chairman and wait until he is recognized.  When two (2) or more members request to be 
recognized at once, the Chairman shall name the member who shall take precedence, providing that no member shall 
speak to the same question more than once until all other members choosing to speak have spoken.  No member shall 
interrupt another while speaking, except by requesting a call to order.  
 
In speaking, the member shall be confined to the question, shall not use unbecoming, abusive, or unparliamentary 
language, and shall avoid personalities.  Any member who indulges in personalities or makes charges reflecting upon 
the character of another member, or of citizens, shall make an apology in open session at the meeting at which the 
offense is committed or at the next succeeding regular meeting and, failing to do so, shall be named by the Chairman 
or held in contempt and suspended from further participation in debate until said apology is made. 
 
 
XX.  DEBATE LIMITATION 
 
No member shall speak more than once on a question when another member who has not spoken claims the floor, and 
no member speaking shall, without his consent, be interrupted by another, except on a point of order.  A member who 
has not spoken on a matter shall have priority and recognition by the Chairman.   
 
XXI.  CONFLICTS OF INTEREST 
 
No member shall participate in any matters, or sit on any hearing, where the member’s private or family interest will 
conflict with the public’s interest in a way that is violative of the Conflict of Interest Law, MGL. Ch. 268A, as 
amended.  All Members shall conduct themselves in the true spirit of openness and transparency.  
 
XXII.  OPEN MEETING LAW 
 
The Massachusetts Open Meeting Law, M.G.L. c. 30A, §§ 18-25, provides the public and the media with a legal right 
to attend all meetings of regional and municipal boards and committees, except when the board or committee votes to 
go into Executive Session. 
 
Before an Executive Session can be called, the following procedure must be followed: 
 

1. The body has convened in an open session; 
2. The chair shall state the purpose for the executive session which must be one of the ten reasons state in 

MGL c. 30A, section 21;  
3.  
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A majority of members of the body vote to go into executive session and the vote of each member is recorded by 
roll call and entered into the minutes; 
 

 
 
4. The chair shall publicly announce whether the open session will reconvene at the conclusion of the 
executive session; and 
 

 5. Accurate records of the executive session shall be maintained 
 
According to MGL c. 30A, section 21, and subject to more specific rules, Executive Sessions can be held only when 
the following matters are discussed or considered: 
 

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;   

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  
 
XXIII.  SPECTATOR DECORUM 
 
Guests will be allowed in the gallery of the Council chamber when the Board is in session.  No demonstrations of 
approval or disapproval from guests shall be permitted, and if such demonstrations are made, the gallery may be 
cleared by the Chairman. 
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