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RULES OF ORDER AND PROCEDURE FOR TOPSHAM BOARD OF MUNICIPAL OFFICERS 

BOARD MEETINGS 

1. Regular Board Meetings: The Board shall meet in regular session in the meeting room at the 
Municipal Building at 6:30pm. On the first and third Thursday of each month or any other 
location and time which has been designated with the requisite advance notice. From time to 
time, the Municipal Officers may conduct meetings or workshops as deemed necessary. 

 
2. Board Meeting Agenda:  All reports, communications, resolutions, documents or other matter to 

be submitted to the Board shall be delivered to the Town Manager’s Office by Wednesday at 

noon prior to the regular meeting if they are going to have consideration at that meeting.   

There will be no exceptions.  The approved agenda will be digitally sent to all members of the 

Board of Selectman’s official email address by 6:30pm one-week prior to regularly scheduled 

Board Meetings. 

 

Unless newly provided supporting documents are given to staff, no unanticipated handouts will 

be taken into consideration by the Board of Selectman. Supporting documents not included in 

the agenda shall have approval of the Town Manager and Board Chair. 

Urgent matters not on the agenda may be brought before the Board only when the Board votes 

to suspend the rules of procedure and add that matter to the agenda. Agenda items should 

clearly state the scope and intent of the action to be taken. 

3. Appointments to the Town Boards, Committees and Commissions:  these shall be made in 

accordance with State Statues and the following guidelines. Appointees may not be full time 

employees of the Town. Members of Standing Town Boards, Committees or Commission may 

serve on more than one committee, board, or commission at the same time, with the approval 

of the Board of Selectmen. Employees and Department Heads may participate on Boards, 

Committees and Commissions but shall not have a vote on any matters. Selectmen shall not be 

appointed as members to any Topsham Board, Committee or Commission while holding the 

Office of Selectmen. The intent of this policy is not to prevent Selectmen from attending 

meetings of said Boards, Committee or Commissions but rather to make clear that Selectmen 

are not to have an undue influence on the actions of these Boards, Committees and 

Commissions. Types of Appointments:  New appointments, continuing appointments, and 

reappointments. A new appointment would be the first time that an individual is appointed to a 

Board or Committee. A continuing appointment would be the appointment of an individual to a 

Board or Committee when their initial or subsequent appointment is expiring.  A reappointment 

would be an occasion when an individual has previously served on a Board or Committee, their 

appointment lapsed, or they resigned and now they desire to get back on the Board or 

Committee. 
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Appointment Process:  All new and reappointments--will be advertised and will require a 
completed standard application. An interview with new applicants will be scheduled as soon as 
practical upon receipt of the application. The opportunity for the Board or Committee to make 
comment on any application will be considered incidental to the decision of the Board. The 
Board will have the discretion to take whatever action it deems appropriate in the appointment 
process. When an existing committee member is re-applying, and there are more applicants 
than openings, the Board will interview all applicants, including the existing member, before 
making an appointment. 

Conflicts of Interest:  Appointments to Boards and Committees may be questionable if there 

could be advantage for the appointee's business, personal finances, and/or family. 

4. Special Meetings:  Special meetings may be called by the Chair of the Board, by the Vice-Chair in 

the absence, or by a majority of the Board after having attempted to contact all members of the 

Board. Notice of these meetings stating the date, the hour, and the purpose shall be served to 

the Board members, if possible, at least 24 hours before the specified meeting time and placed 

through the appropriate news media. 

 
5. Adjourned Meetings: Any meeting of the Board may be continued or adjourned from day to day, 

or for more than one day, but no adjournment shall be extended beyond the next regular 

meeting. 

 
6. Executive Session: The Board may enter executive session only by a three fifths (3/5ths) vote of 

the Board. No orders, rules, resolutions, regulations, contacts, appointments, or other official 

action shall be finally approved at executive sessions. An executive session shall comply with the 

requirements of 1 M.R.S.A., Sec. 401, et seq. and shall not be used to defeat the purpose of 1 

M.R.S.A., Section 401 which reads as follows: 

 

The Legislature finds and declares that public proceedings exist to aid in the conduct of the 

people’s business. It is the intent of the Legislature that their actions be taken openly and that 

their deliberations be conducted openly. 

 

 

PRESIDING INSTRUCTIONS 

 

7. Chair: The Chair of the Board, or if absent, the Vice Chair, shall take the chair at the hour 

appointed for the Board to meet, and shall call the members to order as the presiding officer. 

The recording secretary shall call the roll and enter in the minutes of the meetings the names of 

the members present. 
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8. Vice Chair: The Vice Chair shall serve as Chair during the absence or disability of the Chair and, in 

case of vacancy in the position of the chair, pending the election of a successor. 

 

9. Board Privileges: The presiding officer may move, second, declare by unanimous consent, and 

debate from the chair, subject only to such limitations of debate as are by these rules imposed 

on all members and shall not be deprived of any rights or privileges of a Selectman by virtue of 

action as the presiding officer. 

 

10. Recording Secretary: The recording secretary shall be responsible for the taking and transcribing 

of official Board Minutes.  Appointment to this non-employee position shall be for an indefinite 

term determined by the Board. 

 

11. Temporary Chair: In case of the absence of the Chair and Vice Chair, the recording secretary 

shall call the Board to order and call the roll of the members. If a quorum is found to be present, 

the Board shall proceed to elect, by majority vote of those present, a chair of the meeting to act 

until the Chair or Vice Chair appears. 

 

12. Decorum and Order: The presiding officer shall preserve decorum and decide all questions of 

order and procedure, subject to appeal to the Board. 

During Board meetings, Municipal Officers shall preserve order and decorum and shall neither 

by conversation or otherwise delay or interrupt the proceedings nor refuse to obey the order of 

the presiding officer or the rules of the Board. Every Board Member desiring to speak shall 

address the Chair, and upon recognition by the presiding officer, shall confine comments to the 

question under debate and shall avoid all personalities and inflammatory language. A Board 

Member once recognized shall not be interrupted while speaking unless called to order by the 

presiding officer, unless a point of order is raised by another member or unless the speaker 

chooses to yield to questions from another member. If a Board Member is called to order while 

speaking, the Board Member shall cease speaking immediately until the question of order is 

determined.  

If ruled to be in order, the speaker shall be permitted to proceed. If ruled to be not in order, the 

speaker shall remain silent or shall alter remarks so as to comply with rules of the Board. All 

members of the Board shall accord the utmost courtesy with each other, to the Town; the 

speaker shall remain silent or shall alter remarks so as to comply with rules of the Board. All 

members of the Board shall accord the utmost courtesy with each other, to Town Employees 

and to the public appearing before the Board and shall refrain at all times form all rude and 

derogatory remarks, reflections, or abusive comments. Board Members shall confine questions 

as to the particular matters before the assembly and in debate shall confine remarks to the 
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issues before the Board.  Members shall be removed from the meeting for failure to comply 

with decisions of the presiding officer or for continued violations of the rules of the Board. If the 

presiding officer fails to act, any member may move to require the enforcement of the rules and 

the affirmative vote of a majority of the Board shall require the presiding officer to act. 

Members of the administrative staff and employees of the Town shall observe the same rules of 

procedure and decorum applicable to members of the Board. While the presiding officer shall 

have the authority to preserve decorum in meetings as far as staff members and Town 

employees are concerned, the Town Manager also shall be responsible for the orderly conduct 

and decorum o f all Town employees. Any staff member or employees desiring to address the 

Board shall be recognized by the Chair, shall state name and address for the record, and shall 

limit remarks to the matter under discussion. All remarks and questions addressed to the Board 

shall be addressed to the Board as a whole and not to any member thereof. No staff member 

other than the person with the floor, shall enter into any discussion either directly or indirect 

without the permission of the presiding officer. 

Public members attending Board meetings also shall observe the same rules of propriety, 

decorum, and good conduct applicable to the members of the Board. Any person making 

personal impertinent and slanderous remarks, or who becomes boisterous while addressing the 

Board or those attending the Board meeting shall be removed from the room if so directed by 

the presiding officer should fail to act, any member of the Board may move to require the Chair 

to act to enforce the rules, and the affirmative vote of the majority of the Board shall require 

the presiding officer to act. 

Any public member desiring to address the Board shall be recognized by the Chair, shall state 

name and address for the record, and shall limit remarks to the question under discussion. All 

remarks and questions addressed to the administration of the Town shall be addressed to the 

Town Manager or the Board of Municipal Officers through the Chair and not to any municipal 

Town Employee. No person other than members of the Board and the person having the floor 

shall enter into any discussion either directly or through a member of the Board without the 

permission of the presiding officer. 

13. Quorum: A majority of the Board constitutes a quorum. If less than a quorum convenes at any 

meeting, the majority of those present may send for any or all of those members absent. If a 

quorum cannot be obtained, the meeting may be adjourned as provided by Rule 4. 
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OFFICERS AND EMPLOYEES 

 

14. Election of Officers:  At its first regular meeting following the annual election, the Board shall 

elect one of its members as Chair and another as Vice Chair by majority vote. The Chair or Vice 

Chair may be removed from such position and a successor may be elected by a majority vote of 

the Board at a meeting called for such purpose. The call of a meeting for removal or election 

meeting shall be scheduled at a reasonable time and with reasonable notice to all Board 

members.  

 

 

 

15. Town Manager:  Unless excused, the Town Manager shall attend all meetings of the Board, 

except when the Town Manager's removal is being considered. The Town Manager shall keep 

the Board fully advised as to the financial condition and needs of the Town. If requested by the 

Board, the Town Manager may make recommendations and may take part in discussions on all 

matters concerning the welfare of the Town but may not vote. 

 

16. Town Clerk: The Town Clerk is the ex-officio clerk of the Board. The Clerk shall keep a minute 

book in which shall be recorded in chronological order the minutes of all proceedings of the 

Board. 

 

17. Town Attorney: The Town Attorney is appointed by the Board.  The Board or any Board 

Member, Chair of the Board, or Town Manager may at any time call upon the Town Attorney for 

an oral or written opinion to decide any question of law. Further, the attorney may be asked to 

state an opinion upon any rule of parliamentary procedure, which opinion shall not be binding 

upon the Board. 

 

18. Officers and Employees to Attend: The head of any department, or any officer or employee of 

the Town, when requested by the Town Manager or Board Chair shall attend any regular, 

adjourned, or special meeting and confer with the Board on all matters relating to the Town. 

 

 

 

DUTIES AND PRIVILEGES OF MEMBERS 

 

19. Seating Arrangement:  Members shall occupy the respective seats in the Board meeting room 

assigned to them by the Chair, but any two or more members may exchange seats by joining in a 

mutual request to the Chair. 
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20. Right of Floor: When recognized by the Chair, a member shall confine discussion to the question 

under debate, avoid personalities, and refrain from impugning the motives of any other 

member’s argument or vote. No member shall address the Chair and demand the floor while 

any vote is being taken. 

 

21. Right of Appeal:  Any member may appeal to the Board from a ruling of the presiding officer. If 

the appeal is seconded, the member making the appeal may briefly state the reason for it, and 

the presiding officer may briefly explain the ruling. There shall be no debate on the appeal, and 

no other member shall participate in the discussion. The presiding officer shall then put the 

question “shall the decision of the Chair be sustained” to the vote. If a majority of the members 

present vote yes, the ruling of the Chair is sustained; otherwise, it is overruled. 

 

22. Voting: Every Board member present when a question is put to vote shall vote either, “yes”,  

“no” or “abstained”. An abstention shall not count as a vote for purposes of determining the 

total votes cast. Where a majority is required, it shall not mean a majority of those present and 

voting, but at least 3 votes in favor. 

 

23. Dissent and Protest: Any Board member shall have the right to express dissent from or protest 

against any action of the Board and have the reason therefore entered into the minutes. Such 

dissent or protest must be filled in writing and presented to the Board no later than the next 

regular meeting following the date of passage of the objected action. 

 

24. Excusal from Attendance: Board members are expected to attend all meetings to include the 

Annual Town Meeting, workshops, hearings, and other functions of the Board. Members shall 

be excused from attendance at a Board meeting upon request and approval by the presiding 

officer and noted in the meeting minutes by the Recording Secretary.  If the presiding officer has 

not been advised of expected absence the Board member will be noted as “not excused” in the 

meeting minutes by the Recording Secretary. 

 

 

25. Excusal during Meetings: No Board member may leave the Board meeting while in session 

without permission of the presiding officer. 
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BOARD PROCEDURE 

 

26. Order of Business:  The business of all regular meetings of the Board shall be transacted in the 

following order, unless the Board changes the order: 

1. Pledge of Allegiance 

2. Roll call of Board members 

3. Town Manager’s Report 

4. Board and Committee Goal and Updates  

5. Public Comments 

6. Correspondence 

7. Adjustments to Agenda 

8. Consent Calendar, including minutes 

9. Hearings 

10. Unfinished Business 

11. New Business 

12. Executive Session (As needed) 

At each meeting, a draft of the minutes of the preceding meeting shall be reviewed and 

approved revisions shall be accepted by vote of the Board. 

 

27. Documents prepared by the Manager: The Manager shall have copies of all related resolutions, 

documents, reports, and other matters ready for delivery to the Board as soon as possible of the 

day on which they are come before the Board of consideration. 

 

28. Procedure of Motions: When a question is before the Board, no motion shall be entertained 

except: (a) to adjourn, (b) to recess, (c) to table, (d) for the previous question, (e) to refer, (f) to 

precedence in the order indicated. Any such motion, except a motion to amend, shall be put to 

a vote without debate. 

 

29. Motion to be stated by the Chair-Withdrawal of Motion: When a motion is made and seconded, 

it shall be stated by the chair before the vote is taken. A motion may not be withdrawn by the 

mover without the consent of the member who seconded it. 

 

30. Motions out of Order: The Board may at any time permit a member to introduce a scheduled 

matter or motion out the regular agenda order. 

 

31. Motion to Adjourn- When not in Order- Not Debatable:  A motion to adjourn is in order at any 

time except as follows: (a) when repeated without intervening business or discussion, (b) when 

made as an interruption of a member while speaking, (c) when the previous question has been 
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ordered, and (d) while a vote is being taken. A motion to adjourn is debatable only as to the 

time to which the meeting is too adjourned. 

 

32. Motion to Table: A motion to table precludes all amendments or debate of the subject under 

consideration. If the motion prevails, consideration of the subject at same session may be 

resumed only upon the affirmative vote of one vote more than a simple majority. 

 

33. The Previous Question: When the previous question is moved and seconded there shall be no 

further amendment or debate: but pending amendment shall be put in their order before the 

main question. If a motion for the previous question fails, the main question and any pending 

amendments remain open for debate. 

 

34. Amend an Amendment: A motion to amend an amendment is in order but one to amend an 

amendment may be introduced. An amendment modifying the intention of a motion is in order, 

but an amendment relating to a different matter is not in order. 

 

35. Motion to Postpone: All motions to postpone, except a motion to postpone indefinitely, may be 

amended as to time. If a motion to postpone indefinitely is carried, the principal question shall 

be declared lost. 

 

36. Procedure in the Absence of Rule: In the absence of rule to govern a point or procedure, it shall 

be determined by the Board. 

 

37. Communication: If a Board Member (including the Chair) receives mail c/o the Town Office 

building address or Town of Topsham email address, regardless of whether the title of 

“Selectmen” or “Chairman” is used, it should be disseminated equally to all members of the 

Board by the addressee. If a Board member (including the Chair) receives correspondence c/o 

Town Office address or Town of Topsham email address, but there is no title designation of 

“Selectmen” or “Chairman”, it will be deemed to be personal correspondence and not requiring 

dissemination to all other members of the Board unless the addressee wishes to do so. If a 

Board member (including the Chair) receives correspondence directed to their home address, 

regardless of whether the titles of “Selectmen” or “Chairman” are used, it will be considered 

private correspondence not requiring dissemination to the other members of the Board unless 

the addressee should choose to do so.   

 

BOS members shall use Town of Topsham email for all official correspondence. 

 

38. Anonymous Communications: Unsigned communications may not be introduced in a Board 

meeting. 
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39. Tie Vote: In case of a tie vote on any proposal before the Board, the proposal shall be declared 

lost. 

 

 

 

MISCELLANEOUS 

 

40. Suspension of Rules:  Any provisions of these rules not otherwise governed may be temporarily 

suspended at any meeting of the Board by majority vote. The vote of the suspension shall be 

taken and recorded in the minutes. 

 

41. To Amend Rules:  These rules may be amended, or new rules adopted by a majority vote of the 

Board. An amendment must be submitted in writing at a preceding meeting and shall be placed 

on the next agenda under the order of new business. 

 

42. “Firsthand information obtained from random and carefully planned observation of Town 

activities can be useful in providing proper oversight of the Town’s activities and responsibilities. 

However, too frequent involvement in Town administrative activities or overzealous pursuit of 

information can undermine the efficiency and effectiveness of the Town Manager and other 

properly appointed department heads and supervisors. Therefore, Selectmen shall not stop, 

disrupt or unduly preoccupy any Town employee in the proper conduct of their activities, nor 

shall Selectmen excessively occupy any Town employee’s personal working space such that their 

presence interferes with the proper and efficient conduct of their duties. 

43. Developing Effective Working Relationships: The Board subscribes to the concept that effective 

working relationships between Board members and the Town Manager are based on a clear 

understanding of respective roles, responsibilities, and an appreciation for the value of 

constructively working through differences. Both the Board and the Manager should additionally 

embrace the goal of working together as associates with a common purpose without stifling 

independent thinking. The facilitated workshop sessions of the 1992 Board of Selectmen clearly 

demonstrated the value of understanding the agenda’s individual Selectmen into a blended 

identification of service goals, preferential working relationships, and a methodology for 

facilitating constructive reforms. Consequently, It is appropriate that these rules and regulations 

express a commitment to an ongoing pursuit of developing continued effective working 

relationships through regular workshop sessions. Advanced notice of these public sessions shall 

be given to the public pursuant to the freedom of access statues of the State of Maine. The 

Board of Selectmen may schedule facilitated workshops optimize their working relationships. 

Thirty (30) days from the swearing in of any new Selectmen, to the Board of Selectmen, the 

Board shall schedule a facilitation workshop to share and familiarize new members with the 
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working relationships that are currently being used so that new members of the Board may have 

an opportunity to consider the value of being part of the exploration of goals for the Town of 

Topsham. 

 

Amended 02-18-99 

Updated 11-15-00 

Updated 07-16-09 

Revised 06-17-10 

Revised 02/06/2014 

Revised 8-7-14 

Approved 11/7/2019 

Approved 2/18/2021 

 

 

 

 

 

 


