
 

 

 
TOWN OF WINDSOR, CONNECTICUT  

RULES OF ORDER FOR TOWN COUNCIL  

Council Meetings  

1. Regular Meetings 

The Council shall meet in regular session on the first and third Monday of each month at 

7:30 p.m., except during the months of April, July and August, when Council shall meet 

in regular session once during each of those months.  When Monday is on a holiday, the 

meeting shall be held on the next business day at the normally prescribed location and 

hour.  A regular meeting may be canceled when necessity requires or for good cause 

provided a notice of same shall be filed at least five days prior to the scheduled meeting 

with the Town Clerk and notice to the public be given by a legal advertisement in a 

newspaper circulated in the Town at least five (5) days prior to such scheduled meeting. 

The place of the meeting shall be in the Town Hall or some other public meeting place, 

the location of which shall be publicly announced at least one month in advance.  If it shall 

be unsafe to meet in the place designated, the meeting may be held at such place as is 

designated by the Council's presiding officer; provided a copy of the minutes of any such 

meeting adequately setting forth the nature of the emergency and the proceedings 

occurring at such meeting shall be filed with the Town Clerk not later than seventy-two 

(72) hours following the holding of such meeting.  

2. Special Meetings 

Special meetings may be called when it is deemed essential by three or more members 

of the Council, by the Mayor and a Councilor, or by two Council members and the Town 

Manager.  Notice of each special meeting shall be given not less than twenty-four (24) 

hours prior to the time of such meeting by posting a notice of the time and place thereof 

in the office of the Town Clerk.  The notice shall specify the time and place of the special 

meeting and the business to be transacted.  No other business shall be considered at 

such meetings.  In addition to the above requirement, the Town Manager shall prepare a 

notice of the special meeting stating the time and place and business to be transacted, 

and this notice shall be served personally upon each member of the Council and the Town 

Manager, electronically distributed or left at their usual place of abode at least twenty-four 

(24) hours before the time of the meeting.  

3. Emergency Special Meeting 

The Town Manager (or in the absence or incapacity of the Town Manager, the Town 

Manager's designated representative) may call an emergency special meeting without 

complying with the foregoing requirement for the posting of notice, etc.  However, a copy 

of the minutes of every such emergency special meeting adequately setting forth the 
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nature of the emergency and the proceedings occurring at such meeting shall be filed 

with the Town Clerk not later than seventy-two (72) hours following such meeting.  The 

best efforts of the person calling such emergency special meeting shall be used to give 

personal notice of said meeting to all Council members.  

4.  Adjourned Meetings  

The Town Council may adjourn any regular or special meeting to a time and place 

specified in the order of adjournment.  Less than a quorum may so adjourn from time to 

time.  If all members are absent from any meeting, the Mayor or Deputy Mayor of the 

Town Council may declare the meeting adjourned to a stated time and place and shall 

cause a written notice of the adjournment to be given in the same manner as provided in 

these rules for special meetings.  A copy of the order of notice of adjournment shall be 

conspicuously posted on or near the door of the place where the regular or special 

meeting was held, within twenty-four (24) hours after the time of the adjournment.  When 

an order of adjournment of any meeting fails to state the hour at which the adjourned 

meeting is to be held, it shall be held at the hour specified for regular meetings.  

5.  Recessed Hearings  

Any hearing being held, or noticed or ordered to be held, by the Town Council at any 

meeting may by order of notice of continuance be continued or re-continued to any 

subsequent meeting of the Council in the same manner and to the same extent set forth 

for Adjourned Meetings, provided, that if the hearing is continued to a time less than 

twenty four (24) hours after the time specified in the order or notice of hearing, a copy of 

the order or notice of continuance of hearing shall be posted on or near the door of the 

place where the hearing was held immediately following the meeting at which the order 

or declaration of continuance was adopted or made.  

6.   Remote participation 

Councilors may participate remotely in all proceedings of the council, using technology 

that will enable meaningful participation.  Councilors should provide adequate notice to 

the Town Manager. 

7.  Executive Sessions  

A. Vote Required.  The Council may hold an executive session as defined below upon 

an affirmative vote of six (6) members of the Council taken at a public meeting. 

The motion shall state the reason(s) for the executive session in conformity with 

Connecticut General Statute, Section 1-225 (f), and no subject not specified in the 

reason(s) shall be discussed.  

B. Attendance.  Attendance at executive sessions of the Council shall be limited to 

Council members and persons invited by the Council to present testimony or 
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opinion pertinent to matters before the Council provided that such persons' 

attendance shall be limited to the period for which their presence is necessary to 

present such testimony or opinion and, provided further, that the minutes of such 

executive session shall disclose all persons who are in attendance.  

C. "Executive Session" defined:  "Executive Session" means a meeting, as defined in 

Connecticut General Statute, Subsection (6) of Section 1-200, at which the public 

is excluded for one or more of the purposes described in said Statute (see 

Appendix C.) 

8.  Vote Records  

The votes of each member of the Town Council upon any issue before said body shall be 

reduced to writing and made available for public inspection within forty-eight (48) hours, 

excluding any Saturday, Sunday or legal holiday, and shall also be recorded in the 

minutes of the session at which taken, which minutes shall be available for public 

inspection at the Town Clerk’s office and on the Town website within 48 hours of their 

receipt in the Town Manager’s office, excluding any Saturday, Sunday or legal holiday.  

9.  Written Requests for Notice  

Where practical the Town Clerk shall give persons who have filed written request, notice 

of each regular and special meeting.  Email shall be the preferred method of notice. In the 

event that a special meeting is called, then the Town Clerk shall give such notice as the 

Council deems practical under the circumstances.  From time to time by resolution, the 

Council shall establish reasonable charges for sending such notice based on the 

estimated cost of providing such service.  

10.  Media Representatives  

Except for Executive Sessions as defined under Connecticut General Statute, Subsection 

(e) of Section 1-18a, all Council and Standing Committee agencies are open to the public 

and representatives of the news media during every part of every meeting of a quorum 

that is convened to discuss or act upon any matter over which the Council has 

supervision, control, jurisdiction or advisory power.  Best efforts shall be made to 

accommodate all duly authorized and assigned representatives of the news media 

engaged in legitimate news gathering activity.  These proceedings must not disturb or 

otherwise detract from the decorum of such meeting.  

11.  Access to Television  

To bring the proceedings of the Council to a greater number of the public than are able to 

attend in person, television stations are encouraged to broadcast the activities authorized 

in Paragraph 9 above.  Meetings shall also be broadcast on television and streamed on 
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the Town website. During such televising, so as to be properly seen and heard by the 

viewers:  

a. Council members and the Town Manager shall make use of the microphones 

provided at each seat.  

b. Persons addressing the Council shall do so only from, and making use of, a 

microphone positioned in or near the audience portion of the Council chambers.  

c. Each such person shall clearly identify themselves, including title if a member of 

town staff, or home address if a resident.  

d. Items brought by Town Staff for display, including maps and charts, shall be of 

sufficient size and contrast and displayed so to be clearly seen by the cameras 

and home viewers.  Such items shall be submitted to the television media in 

advance of their presentation.  

12.  Conduct of Meetings  

In the event that any meeting of the Town Council is interrupted by any person or group 

of persons as to render the orderly conduct of such meeting unfeasible and order cannot 

be restored by the removal of individuals who are willfully interrupting the meetings, the 

members of the Town Council conducting the meeting may order the meeting room 

cleared and continue in session.  Only matters appearing on the agenda may be 

considered in such a session.  Duly accredited representatives of the press or other news 

media, except those participating in the disturbance, shall be allowed to attend any 

session held pursuant to this section.  

13.  Order of Business  

The business of all regular meetings of the Council shall be transacted in the following 

order, unless the Council by two/thirds vote shall suspend the rules and change the order:  

  I    Prayer or Reflection 

  II    Pledge of Allegiance  

  III    Roll Call  

  IV    Resolutions   

  V    Public Communications and Petitions  

      (limit to three minutes per speaker)  

  VI   

 

Communications from Council Members  
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                         VII   
Reports from Boards and Commissions  

 

      

Board of Education Report (first monthly meeting) 

Public Building Commission Report (second monthly 

meeting) 

   

  VIII    Town Manager's Report  

  IX    Reports of Standing Committees  

  X    Ordinances  

   XI    Unfinished Business  

  XII    New Business  

                                XIII   Resignations and Appointments  

   XIV    Minutes of Preceding Meeting  

       XV     Public Communications and Petitions   

    

 

                                XVI                                 

  (three minutes limit per speaker)  

 

Executive Session 

   

                               XVII    Adjournment  

 

Resolutions may be introduced, acted upon and presented during the same meeting.   

The agenda may be amended during a meeting by two/thirds vote.  

Communications and petitions from the public will be allowed for up to three minutes for 

each person and for a reasonable period in total for all public communication, as 

determined by the chair.  

Information reports may be presented under the Town Manager's report.  Summaries of 

the highlights of the meetings of standing committees may be presented by each 

chairperson under Reports From Standing Committees.  Reading of committee reports 

and extensive review of previously distributed written reports should be avoided. Reports 

dealing with a specific agenda item should be presented during the Council discussion of 

that item.  Council members' comments on communications and petitions from the public 

will ordinarily be made under Communications From Council Members.   
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For the convenience of the Council, the Town Manager, in developing the agenda, will 

indicate the source of each item placed on the agenda.  

The normal time of adjournment shall be no later than 11:00 p.m. unless extended by two-

thirds vote of those present on the Council.   

Each agenda and agenda item requiring Council action shall be filed with the Town 

Manager in written form by noon of the Wednesday preceding the day of the Council 

meeting, unless emergency conditions shall make other arrangements necessary.  It shall 

be the duty of the Town Manager to make available electronically, by the Thursday 

evening preceding the day of the Council meeting, copies of each such agenda and 

agenda item and any information, which will facilitate its consideration by the Council.  No 

item of information related to an agenda or an agenda item shall be considered outside 

the time conditions outlined above without an affirmative vote of at least two-thirds of the 

members then present and voting.  

In the absence of a rule to govern a point of procedure, reference shall be had to the 

approved practice in the current edition of Robert's Rules of Order, newly revised.  

  Officers and Employees  

14.    Mayor and Deputy Mayor 

The chair and vice-chair shall also be known as the Mayor and Deputy Mayor.  The Mayor, 

or in the absence of the Mayor, the Deputy Mayor, shall take the chair at the hour 

appointed for the Council to meet, and shall immediately call the members to order.  The 

roll call shall then be called by the Clerk, who shall enter in the minutes of the meeting the 

names of the members present.  The Mayor, or in the absence of the Mayor, the Deputy 

Mayor, shall act as titular head of the government at meetings of officials representing 

other municipalities, ceremonies, public gatherings, and upon such other occasions as 

the mayor's presence in such capacity may be required.  

The presiding officer shall have a vote in the meetings of the Council and may participate 

fully in any Council discussion or business.  

15.  Presiding Officer  

In the absence of the Mayor or Deputy Mayor, the Clerk shall call the Council to order and 

call the roll of the members.  The Council shall then proceed to elect, by a majority vote 

of those present, a presiding officer of the meeting to act until the Mayor or Deputy Mayor 

appear.  
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16.  Quorum  

Five members shall constitute a quorum, but no ordinance, resolution or vote, except a 

vote to adjourn or to fix the time and place of its next meeting, shall be adopted by less 

than five affirmative votes.  

17.  Clerk and Employees  

The Clerk and other officers and employees of the Council shall be under the control and 

direction of the chair during the sessions of the Council.  

18.  Appointments by Council or Mayor  

All appointments made by the Council shall be by vote of not less than five members of 

the Council, except as specified otherwise in the Town Charter.  With the exception of the 

appointment of Council Committees as set forth in Sections 23 through 26 of these rules, 

whenever the Mayor or any Council member shall, at any meeting, submit an appointment 

to be made with the advice and consent of the Council, consideration of such appointment 

shall be deferred until the next meeting.  

19.     Council Vacancies 

In making appointments to the Windsor Town Council, the majority and minority parties 

shall give to each member a copy of the name, address, telephone number and any 

significant experience the appointee has.  Such written document shall be given in 

advance of such appointment. 

20.  Town Manager  

Pursuant to the provisions of Section 5-2c of the Charter, the Town Manager shall attend 

all meetings of the Council, unless excused by the Council.  The Town Manager shall 

keep the Council fully advised as the financial condition and the needs of the Town; may 

make recommendations to the Council and may take part in discussions on all matters 

concerning the welfare of the Town; and shall have a seat, but not vote in the meetings 

of the governing body. The Town Council shall conduct a review of the Town Manager’s 

performance annually. 

21.  Officers and Employees to Attend Meeting  

The head of any department, or any officer or employee of the Town, when requested by 

the Town Manager or by the Council, shall attend any regular or special meeting and be 

available to confer with the Council on all matters pertaining to the Town.  Any department 

head, officer, or employee of the Town shall identify himself or herself when speaking at 

such Council meeting, and will be located in such a way as to be visible by members of 

the public.  
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22.  Standing Committees  

Within two weeks after election by the Council, the Mayor shall appoint the following 

standing committees, subject to confirmation by the Council:  

A. Finance Committee  

B. Health & Safety Committee  

C. Town Improvements Committee  

D. Personnel Committee  

23.  How Appointed  

There shall be three members of the Council appointed by the Mayor to each standing 

committee in compliance with Connecticut General Statute 9-167(a). The Mayor also 

designates the member who is to serve as chair of the committee.  The Mayor may make 

changes to committee appointments as needed to fill vacancies, remove or reassign 

members during the term. The Mayor shall confer with the minority leader prior to making 

appointments to standing committees.The Mayor may also appoint from time to time such 

special committees as in the mayor's discretion seems desirable, or as may be desired 

by the Council, to expedite the handling of the business and affairs of the Town.  The 

Mayor shall be a member ex-officio of each committee of the Council. It is permissible for 

the Mayor to appoint Town residents who are not members of the Town Council to special 

committees. 

24.  Meetings of Standing Committees  

Standing committees shall meet on the call of their chair.  No business shall be transacted 

unless there are two Council members present. A Council member may ask another 

Council member to substitute for him or her due to a schedule conflict and so notify the 

Chair of the Committee. All standing committees shall conduct their meetings in 

accordance with these rules except that standing committees shall have the authority to 

go into executive session by a vote of two-thirds (2/3) of its members.  No action taken by 

a committee shall be binding or effective unless or until ratified by a quorum of the Council.  

Each set of minutes of standing committees shall be approved by the committee for which 

the minutes were written.  

25.  Powers  

No committee shall have the power to employ any persons for or on behalf of the Town, 

nor to incur any expense unless specially authorized by the Council.  Every committee 

shall have power and authority to send for persons and papers and examine witnesses 
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under oath, pursuant to laws of the state, in any matter or proceeding referred to them by 

Council.  

The Mayor may refer items of interest to the appropriate Standing Committee for review.  

The following items shall be deemed referred to the following committees: 

• Capital Improvement Plan to Town Improvements 

• Annual Financial Audit and Budget issues to Finance 

• Annual Town Manager Review to Personnel 

26.  Council Requests to Town Attorney  
 
Any Council member requesting an opinion of the Town Attorney shall advise the other 
members of the Council of his/her intentions.  All written opinions shall be distributed to 
all Council members.  
 
27.  Council Requests to Staff  

Any Council member requesting an opinion or action of Town Staff that is not of an 

emergency nature and takes more than one man-hour of staff time, shall have the 

approval of at least two other Council members.  Any written correspondence either to or 

from the staff shall be distributed to all Council members.  

Committees may request reports and information from town staff.  If the town manager 

deems a request to require excessive staff time they may ask the full council to approve 

the request. 

28.  Suspension of Rules  

Any provision of these rules may be temporarily suspended at any meeting of the Council 

by a majority vote of all members elected, excepting provisions which require two-thirds 

vote, suspension of which shall also require two-thirds vote.  The vote on any such 

suspension shall be taken by yeas and nays and entered upon the records.  No rule 

mandated by state statute may be suspended except to the extent allowed by said statute.  

29.  Amendment of Rules  

These rules may be amended or new rules adopted by a majority vote of all members of 

the Council, excepting rules which require two-thirds votes, for which amendments will 

also require two-thirds vote.  
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  Town Council Rules for Boards & Commissions  

Appointments  

Members shall be appointed according to the terms specified in the Town Charter and 

relevant ordinances. Candidates for appointed Boards and Commissions shall be vetted 

by the Personnel Committee. Guidelines for appointments are listed in Appendix “B”. 

Attendance Policy  

Any Board or Commission created by the Town Council shall adopt an attendance policy. 

See Town Council adopted board and commission attendance policies in Appendix 'A'. 

On January 31 and July 31 of every year, each Commission shall send a record of 

attendance to the Town Council.    

Budget Responsibility  

In February each board or commission shall submit to the Town Manager a requested 

budget for the following fiscal year.  The Town Manager will include these requests in his 

proposed budget.  Each board or commission should not exceed the amount allocated to 

it in the final adopted budget without permission of the Town Council.  

Secretarial Services  

If a meeting is expected to be one hour or less, a member of the board or commission 

should take the minutes.  Every effort shall be made to determine whether a quorum will 

be present prior to the start of a meeting to avoid unnecessary expenses.  

Public Communications  

In order to encourage open government, to better enable public interaction with the 

Town's appointed officials, and to encourage public participation in the policy-making 

aspect of town government, each Town of Windsor Board or Commission whose 

members are appointed by the Town Council is strongly encouraged to provide a forum 

for "Public Comment" at or near the beginning of each regularly scheduled meeting, as 

an agenda item.  

Non-participation by Council Members  

    

No member of the Town Council may participate in a meeting of any board, agency, or 

commission appointed by the Council other than on his or her own behalf or other than at 

the express direction of the Council or other than at the invitation of the board, agency, or 

commission.  
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Legal Services  

  Opinions:  All requests for legal opinions shall be in writing to the Town Manager 

- with nine copies for the Town Council - who will file a copy and 

forward the request to the Town Attorney.  All opinions rendered by 

the Town Attorney shall be in writing with the original directed to the 

requesting authority and a copy for file purposes to the Town 

Manager's Office.  When such opinion may be of general application 

to bodies other than the originating authority, such opinion shall be 

distributed by the Manager's Office to such other bodies as are 

appropriate.  

  Actions:  In the event that any board or commission, in furtherance of their 

duties and obligations, seeks to commence any action in which the 

Town, or any agency thereof, is to be the plaintiff, permission shall 

be requested of the Town Council prior to the expenditure of any 

funds for legal services.  

 Subpoenas:  Those commissions with the authority to issue subpoenas shall do 

so only when absolutely necessary to compel attendance.  In lieu of 

issuing a subpoena to a Town employee, a letter should be sent to 

the Town Manager in order to compel an employee's attendance.  

  

Requests for Staff Project  

Requests for work in addition to that normally required in support of meetings should be 

kept within the budget of the board or commission.  Commissioners who are not satisfied 

with the number of staff hours available for dedication to their agency should raise the 

issue of additional staffing at budget time.  If sufficient funds are available in the budget 

of a board or commission, requests for transcripts will be met by hiring temporary typists.  

Annual Report  

At the conclusion of every year, each board and commission shall submit to the Town 

Council a brief written report reviewing their work during the past year, and their plans for 

the coming year.  

   
History of Revisions  

November 17, 1997 – Section 25  
September 6, 2011 – Section 20  
January 7, 2013 – Section 23  
September 16, 2013 - Attendance Policies  

April 20, 2020 – Section 23 and 24 

March 20, 2023 – Section 23 and 24 

 



 

 

Appendix "A" 

Boards and Commissions Attendance Policies 

 

Board/Commission  Approved 

  

Board of Assessment Appeals Regular Members – Must attend 60% of held appeals hearing meetings & must attend 

a minimum of 75% of scheduled hearing panel meetings during a calendar year. 

Alternate members - Must attend 50% of held panel meetings when requested with a 7 

day notice & Must attend a minimum of 50% of scheduled hearings during a calendar 

year if requested to serve on the hearing panel. (Alternates do not attend hearings 

unless requested to serve on the hearing panel) 

Board of Ethics Full attendance shall be required at all special meetings and hearings and the Board of 

Ethics will endeavor to accommodate the schedule of all members for these meetings 

and hearings. Failure to attend three consecutive regular meetings shall be grounds to 

consider removal from the Board of Ethics. 

Capital Improvements  
 Committee 

Full attendance shall be required at all meetings. The Capital Improvements Committee 

will endeavor to accommodate the schedule of all members for these meetings. Failure 

to attend three consecutive meetings shall be grounds to consider removal. 

Commission on Aging &  
  Persons with Disabilities 

If a member has five (5) or more absences during any calendar year, said absences 

may be cause for removal from the commission by the town council, at the 

recommendation of the chair.  The town council shall have the authority to appoint a 

successor to serve the unexpired portion of the existing term. 

 Conservation Commission The Conservation Commission has 9 meetings per year.  Regular attendance at 

meetings is important for the Commission to be able to reach a quorum and also for the 

group to make progress towards goals and objectives.  It is expected that each 

member will attend at least 6 of the 9 meetings.  This represents 67% of the annual 

meetings.  If a member needs to miss a meeting, it is expected that the member will 

contact the Commission Chair by phone or email as far as possible in advance of the 

meeting, but not less than 24 hours in advance (unless the absence is due to illness or 

another situation which cannot be anticipated). 

Missing more than 3 meetings per year constitutes grounds for removal from the 

Commission.  After a member has missed 2 meetings in a calendar year, the 

Commission Chair will counsel the member about the attendance policy.  When a 

member has missed 3 meetings in a calendar year, the Commission Chair will inform 

the member that the full Commission will discuss the member’s absences and vote on 

whether to recommend Town Council removal. 

Economic Development It shall be the policy of the Economic Development Commission that commission 

members regularly attend commission meetings.  If a commission member has 3 or 

more absences during any calendar year, said absences shall be brought to the 

attention of the Town Manager and may be cause for removal from the commission as 

provided in Section 14-62 of the Code of Ordinances. 
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Appendix "A" 

Boards and Commissions Attendance Policies 
 

Board/Commission  Approved 
  

Fair Rent Commission Full attendance shall be required at all special meetings and hearings and the Fair Rent 

Commission will endeavor to accommodate the schedule of all members for these 

meetings and hearings. Failure to attend three consecutive regular meetings shall be 

grounds to consider removal from the Fair Rent Commission. 

 Historic District Commission Every Commissioner and Alternate Commissioner is required to attend the regular 

meeting in January for election of officers and signing of the Town code of ethics 

acknowledgement form.  If a member is unable to attend a meeting scheduled by the 

call of the chair, they should notify the Chair or staff as soon as possible. Should a 

Commissioner be found absent for more than 25% of the meetings that were held in the 

year, the Commissioner will be contacted to alert him/her that this is a problem and 

their attendance will be subject to Town Council Review. 

 Housing Code Board of Appeals 
Full attendance shall be required at all special meetings and hearings and the Housing 

Code Board of Appeals will endeavor to accommodate the schedule of all members for 

these meetings and hearings. Failure to attend three consecutive regular meetings 

shall be grounds to consider removal from the Housing Code Board of Appeals. 

Human Relations Commission Members and alternates of the Human Relations Commission are expected to attend all 

of the scheduled meetings every year.  However we do respect personal schedules, 

illnesses and emergencies may cause problems with attendance but still wish to have a 

high standard to ensure participation. 

1. Failure to attend three (3) meetings during any calendar year of the commission 

shall constitute a cause of removal in the manner provided in Section 6-3 of the Charter 

and shall constitute good reason for declining re-appointment to the Commission. 
2. It is strongly suggested that any Commission member who finds themselves in 

a personal situation where they may not be able to fulfill the commitment step aside 

until they can so as to avoid the necessity of the removal process. 

Inland Wetlands and  Watercourses 

Commission 
Absences from three or more regularly scheduled meetings in any calendar year will be 

subject to a review by the Town Council and shall constitute cause for removal.  

Notification for an absence will be made to the Chairman and to the Wetlands Agent 

prior to regularly scheduled meetings. 

 Insurance Commission It shall be the policy of the Insurance Commission that commission members regularly 

attend commission meetings.  If a commission member has 3 or more absences during 

any calendar year, said absences shall be brought to the attention of the commission 

chair and may be cause for removal from the commission. 

 
 Library Advisory Board Members are expected to attend all meetings during the year. If a member is unable to 

attend, appropriate notice shall be given to the Chair. Failure to attend 3 meetings 

during any calendar year shall constitute a cause for removal. After missing 2 meetings, 

the Chair shall notify the member in writing of the absences.  
The Library Advisory Board shall have the authority to deliberate a member’s removal 

for cause. 
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Appendix A 

Boards and Commissions Attendance Policies 
 

Board/Commission  Approved 
 

 Library Advisory Board Members are expected to attend all meetings during the year. If a member is unable to 

attend, appropriate notice shall be given to the Chair. Failure to attend 3 meetings 

during any calendar year shall constitute a cause for removal. After missing 2 meetings, 

the Chair shall notify the member in writing of the absences.  
The Library Advisory Board shall have the authority to deliberate a member’s removal 

for cause. 

 Public Building Commission Regular Member: 
1. Must attend a minimum of 75% of regular, scheduled meetings during a calendar 

year. 
2. A missed special meeting will not be counted as a missed meeting. 

Alternate Member: 
1. Must attend a minimum of 60% of regular, scheduled meetings during a calendar 

year. 
2. A missed special meeting will not be counted as a missed meeting. 

 

Redevelopment Agency Full attendance shall be required at all special meetings and hearings and the 

Redevelopment Agency will endeavor to accommodate the schedule of all members 

for these meetings and hearings. Failure to attend three consecutive regular meetings 

shall be grounds to consider removal from the Redevelopment Agency. 

Town Planning & Zoning 
 Commission 

Every Commissioner and Alternate Commissioner is expected to attend a minimum of 

75% of regular, scheduled meetings during any calendar year, but if they are unable to 

attend, they are expected to watch the live-stream of the meeting on the town website 

when it is made available, so that they are familiar with what occurred at the meeting 

they missed. If a member is unable to attend a meeting, they should notify the  
Chairperson or staff as soon as possible. 

Wilson/Deerfield Advisory Committee By Laws - Article IV, Membership #5 - Members are requested to attend all regular 

meetings during the year.  Any member absent for four consecutive meetings will be 

subject to removal from membership on the Wilson/Deerfield Advisory Committee by 

the Town Council.  

Youth Commission 
The appointing authorities shall fill all vacancies in the membership of the commission 

and remove any member for cause.  Council appointees shall be removed in the 

manner provided in Section 6-3 of the Charter.  Failure to attend the three (3) 

consecutive meetings of the commission shall constitute a cause for removal. 
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Zoning Board of Appeals Members, including alternates, are requested to attend all regular meeting during the 

year.  Any member with more than 25% absences will be subject to removal from the 

membership on the Windsor Zoning Board of Appeals. All members are expected to 

notify the town liaison of attendance during regular business hours.  

 

Appendix B 
Personnel Committee Guidelines 

 
 

Applicants to Boards and Commissions 

Online application form completed by new applicants and re-applicants. 

A reminder should be sent to current board and commissions members to alert them 

that their seat is expiring.   

The town website publishes list of soon to expire terms, expired terms, as well as current 

vacant positions. 

Interviews 

All statutory board members are interviewed for re-appointment: 

• Inlands, Wetlands and Watercourses Commission 

• Town Planning & Zoning 

• Zoning Board of Appeals 

• Public Building Commission 

 

Applicants for an open position shall be interviewed and duly considered, 

notwithstanding prior service.  

Re-applicants for other boards and commissions are interviewed if there are other (new) 

applications for that position, if there is an attendance issue, or other reason deemed by 

the Personnel Committee. Attendance records are submitted to the council every 6 

months. 

Annual evaluation of Town Manager 

Conducted annually in September or October. 

The Town Manager submits achievements of past year and goals for next year to full 

council. 
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Town Council members fill out individual evaluation for Town Manager and responses 

are collated by Personnel Committee or their assignees. 

Town Council reviews and sets goals for Town Manager. 

 

Appendix C 
Executive Session Guidelines 

 

CT General Statutes Section 1-200 (6) 

 

(6) “Executive sessions” means a meeting of a public agency at which the public is 

excluded for one or more of the following purposes:  

(A) Discussion concerning the appointment, employment, performance, 

evaluation, health or dismissal of a public officer or employee, provided that such 

individual may require that discussion be held at an open meeting;  

(B) strategy and negotiations with respect to pending claims or pending litigation 

to which the public agency or a member thereof, because of the member's 

conduct as a member of such agency, is a party until such litigation or claim has 

been finally adjudicated or otherwise settled;  

(C) matters concerning security strategy or the deployment of security personnel, 

or devices affecting public security;  

(D) discussion of the selection of a site or the lease, sale or purchase of real 

estate by the state or a political subdivision of the state when publicity regarding 

such site, lease, sale, purchase or construction would adversely impact the price 

of such site, lease, sale, purchase or construction until such time as all of the 

property has been acquired or all proceedings or transactions concerning same 

have been terminated or abandoned; and 

 (E) discussion of any matter which would result in the disclosure of public 

records or the information contained therein described in subsection (b) of 

section 1-210. 

 

CT General Statutes Section 1-210 (b) 

(b) Nothing in the Freedom of Information Act shall be construed to require disclosure 
of: 
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(1) Preliminary drafts or notes provided the public agency has determined that 
the public interest in withholding such documents clearly outweighs the public 
interest in disclosure; 

(2) Personnel or medical files and similar files the disclosure of which would 
constitute an invasion of personal privacy; 

(3) Records of law enforcement agencies not otherwise available to the public 
which records were compiled in connection with the detection or investigation of 
crime, if the disclosure of said records would not be in the public interest because 
it would result in the disclosure of  

(A) the identity of informants not otherwise known or the identity of 
witnesses not otherwise known whose safety would be endangered or 
who would be subject to threat or intimidation if their identity was made 
known,  

(B) the identity of minor witnesses,  

(C) signed statements of witnesses,  

(D) information to be used in a prospective law enforcement action if 
prejudicial to such action,  

(E) investigatory techniques not otherwise known to the general public,  

(F) arrest records of a juvenile, which shall also include any investigatory 
files, concerning the arrest of such juvenile, compiled for law enforcement 
purposes,  

(G) the name and address of the victim of a sexual assault under section 
53a-70, 53a-70a, 53a-71, 53a-72a, 53a-72b or 53a-73a, voyeurism under 
section 53a-189a, or injury or risk of injury, or impairing of morals under 
section 53-21, or of an attempt thereof, or  

(H) uncorroborated allegations subject to destruction pursuant to section 
1-216; 

(4) Records pertaining to strategy and negotiations with respect to pending claims or 
pending litigation to which the public agency is a party until such litigation or claim has 
been finally adjudicated or otherwise settled; 

(5) (A) Trade secrets, which for purposes of the Freedom of Information Act, are defined 
as information, including formulas, patterns, compilations, programs, devices, methods, 
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techniques, processes, drawings, cost data, customer lists, film or television scripts or 
detailed production budgets that  

(i) derive independent economic value, actual or potential, from not being 
generally known to, and not being readily ascertainable by proper means 
by, other persons who can obtain economic value from their disclosure or 
use, and  

(ii) are the subject of efforts that are reasonable under the circumstances 
to maintain secrecy; and 

(B) Commercial or financial information given in confidence, not required by 
statute; 

(6) Test questions, scoring keys and other examination data used to administer a 
licensing examination, examination for employment or academic examinations; 

(7) The contents of real estate appraisals, engineering or feasibility estimates and 
evaluations made for or by an agency relative to the acquisition of property or to 
prospective public supply and construction contracts, until such time as all of the 
property has been acquired or all proceedings or transactions have been terminated or 
abandoned, provided the law of eminent domain shall not be affected by this provision; 

(8) Statements of personal worth or personal financial data required by a licensing 
agency and filed by an applicant with such licensing agency to establish the applicant's 
personal qualification for the license, certificate or permit applied for; 

(9) Records, reports and statements of strategy or negotiations with respect to collective 
bargaining; 

(10) Records, tax returns, reports and statements exempted by federal law or the 
general statutes or communications privileged by the attorney-client relationship, marital 
relationship, clergy-penitent relationship, doctor-patient relationship, therapist-patient 
relationship or any other privilege established by the common law or the general 
statutes, including any such records, tax returns, reports or communications that were 
created or made prior to the establishment of the applicable privilege under the common 
law or the general statutes; 

(11) Names or addresses of students enrolled in any public school or college without 
the consent of each student whose name or address is to be disclosed who is eighteen 
years of age or older and a parent or guardian of each such student who is younger 
than eighteen years of age, provided this subdivision shall not be construed as 
prohibiting the disclosure of the names or addresses of students enrolled in any public 
school in a regional school district to the board of selectmen or town board of finance, 
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as the case may be, of the town wherein the student resides for the purpose of verifying 
tuition payments made to such school; 

(12) Any information obtained by the use of illegal means; 

(13) Records of an investigation or the name of an employee providing information 
under the provisions of section 4-61dd or sections 4-276 to 4-280, inclusive; 

(14) Adoption records and information provided for in sections 45a-746, 45a-750 and 
45a-751; 

(15) Any page of a primary petition, nominating petition, referendum petition or petition 
for a town meeting submitted under any provision of the general statutes or of any 
special act, municipal charter or ordinance, until the required processing and 
certification of such page has been completed by the official or officials charged with 
such duty after which time disclosure of such page shall be required; 

(16) Records of complaints, including information compiled in the investigation thereof, 
brought to a municipal health authority pursuant to chapter 368e or a district department 
of health pursuant to chapter 368f, until such time as the investigation is concluded or 
thirty days from the date of receipt of the complaint, whichever occurs first; 

(17) Educational records which are not subject to disclosure under the Family 
Educational Rights and Privacy Act, 20 USC 1232g; 

(18) Records, the disclosure of which the Commissioner of Correction, or as it applies to 
Whiting Forensic Hospital, the Commissioner of Mental Health and Addiction Services, 
has reasonable grounds to believe may result in a safety risk, including the risk of harm 
to any person or the risk of an escape from, or a disorder in, a correctional institution or 
facility under the supervision of the Department of Correction or Whiting Forensic 
Hospital. Such records shall include, but are not limited to: 

(A) Security manuals, including emergency plans contained or referred to in such 
security manuals; 

(B) Engineering and architectural drawings of correctional institutions or facilities 
or Whiting Forensic Hospital facilities; 

(C) Operational specifications of security systems utilized by the Department of 
Correction at any correctional institution or facility or Whiting Forensic Hospital 
facilities, except that a general description of any such security system and the 
cost and quality of such system may be disclosed; 
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(D) Training manuals prepared for correctional institutions and facilities or 
Whiting Forensic Hospital facilities that describe, in any manner, security 
procedures, emergency plans or security equipment; 

(E) Internal security audits of correctional institutions and facilities or Whiting 
Forensic Hospital facilities; 

(F) Minutes or recordings of staff meetings of the Department of Correction or 
Whiting Forensic Hospital facilities, or portions of such minutes or recordings, 
that contain or reveal information relating to security or other records otherwise 
exempt from disclosure under this subdivision; 

(G) Logs or other documents that contain information on the movement or 
assignment of inmates or staff at correctional institutions or facilities; and 

(H) Records that contain information on contacts between inmates, as defined in 
section 18-84, and law enforcement officers; 

(19) Records when there are reasonable grounds to believe disclosure may result in a 
safety risk, including the risk of harm to any person, any government-owned or leased 
institution or facility or any fixture or appurtenance and equipment attached to, or 
contained in, such institution or facility, except that such records shall be disclosed to a 
law enforcement agency upon the request of the law enforcement agency. Such 
reasonable grounds shall be determined  

(A)  

(i) by the Commissioner of Administrative Services, after consultation with 
the chief executive officer of an executive branch state agency, with 
respect to records concerning such agency; and  

(ii) by the Commissioner of Emergency Services and Public Protection, 
after consultation with the chief executive officer of a municipal, district or 
regional agency, with respect to records concerning such agency;  

(B) by the Chief Court Administrator with respect to records concerning the 
Judicial Department; and  

(C) by the executive director of the Joint Committee on Legislative Management, 
with respect to records concerning the Legislative Department. As used in this 
section, “government-owned or leased institution or facility” includes, but is not 
limited to, an institution or facility owned or leased by a public service company, 
as defined in section 16-1, other than a water company, as defined in section 25-
32a, a certified telecommunications provider, as defined in section 16-1, or a 
municipal utility that furnishes electric or gas service, but does not include an 
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institution or facility owned or leased by the federal government, and “chief 
executive officer” includes, but is not limited to, an agency head, department 
head, executive director or chief executive officer. Such records include, but are 
not limited to: 

(i) Security manuals or reports; 

(ii) Engineering and architectural drawings of government-owned or 
leased institutions or facilities; 

(iii) Operational specifications of security systems utilized at any 
government-owned or leased institution or facility, except that a general 
description of any such security system and the cost and quality of such 
system may be disclosed; 

(iv) Training manuals prepared for government-owned or leased 
institutions or facilities that describe, in any manner, security procedures, 
emergency plans or security equipment; 

(v) Internal security audits of government-owned or leased institutions or 
facilities; 

(vi) Minutes or records of meetings, or portions of such minutes or 
records, that contain or reveal information relating to security or other 
records otherwise exempt from disclosure under this subdivision; 

(vii) Logs or other documents that contain information on the movement or 
assignment of security personnel; and 

(viii) Emergency plans and emergency preparedness, response, recovery 
and mitigation plans, including plans provided by a person to a state 
agency or a local emergency management agency or official. 

(20) Records of standards, procedures, processes, software and codes, not otherwise 
available to the public, the disclosure of which would compromise the security or 
integrity of an information technology system; 

(21) The residential, work or school address of any participant in the address 
confidentiality program established pursuant to sections 54-240 to 54-240o, inclusive; 

(22) The electronic mail address of any person that is obtained by the Department of 
Transportation in connection with the implementation or administration of any plan to 
inform individuals about significant highway or railway incidents; 
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(23) The name or address of any minor enrolled in any parks and recreation program 
administered or sponsored by any public agency; 

(24) Responses to any request for proposals or bid solicitation issued by a public 
agency or any record or file made by a public agency in connection with the contract 
award process, until such contract is executed or negotiations for the award of such 
contract have ended, whichever occurs earlier, provided the chief executive officer of 
such public agency certifies that the public interest in the disclosure of such responses, 
record or file is outweighed by the public interest in the confidentiality of such 
responses, record or file; 

(25) The name, address, telephone number or electronic mail address of any person 
enrolled in any senior center program or any member of a senior center administered or 
sponsored by any public agency; 

(26) All records obtained during the course of inspection, investigation, examination and 
audit activities of an institution, as defined in section 19a-490, that are confidential 
pursuant to a contract between the Department of Public Health and the United States 
Department of Health and Human Services relating to the Medicare and Medicaid 
programs; 

(27) Any record created by a law enforcement agency or other federal, state, or 
municipal governmental agency consisting of a photograph, film, video or digital or other 
visual image depicting the victim of a homicide, to the extent that such record could 
reasonably be expected to constitute an unwarranted invasion of the personal privacy of 
the victim or the victim's surviving family members; 

(28) Any documentation provided to or obtained by an executive branch agency, 
including documentation provided or obtained prior to May 25, 2016, relating to claims 
of faulty or failing concrete foundations in residential buildings by the owners of such 
residential buildings, and documents prepared by an executive branch agency relating 
to such documentation, for seven years after the date of receipt of the documentation or 
seven years after May 25, 2016, whichever is later. 

 

1. Discussion concerning the appointment, employment, performance, 

evaluation, health or dismissal of a public officer or employee, provided 

that such individual may require that discussion be held at an open 

meeting;  

2. Strategy and negotiations with respect to pending claims and litigation;  

3. Matters concerning security strategy or the deployment of security 

personnel, or devices affecting public security;  
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4. Discussion of the selection of a site or a lease, sale or purchase of real 

estate by a political subdivision of the state when publicity regarding such 

construction would cause a likelihood of increased price until such time as 

all of the property has been acquired or all proceedings or transactions 

concerning same have been terminated and abandoned; and  

5. Discussion of any matter, which would result in the disclosure of public 

records or the information contained therein described in Connecticut 

General Statute Subsection (b) of Section 1-19 as follows:  

a. Preliminary drafts or notes provided the Council has determined 

that the public interest in withholding such documents clearly 

outweighs the public interest in disclosure, personnel or medical 

files and similar files the disclosure of which would constitute an 

invasion of personal privacy;  

b. Records of law enforcement agencies not otherwise available to the 

public, which records were compiled in connection with the 

detection or investigation of crime, if the disclosure of said records 

would not be in the public interest because it would result in the 

disclosure of (1) the identity of informants not otherwise known, (2) 

information to be used in a prospective law enforcement action if 

prejudicial to such action, (3) investigatory techniques not otherwise 

known to the general public, or (4) arrest records of a juvenile;  

c. Records pertaining to pending claims and litigation to which the 

Town is a party until such litigation or claim has been finally 

adjudicated or otherwise settled;  

d. Trade secrets, which for purposes of this act are defined as 

unpatented, secret, commercially valuable plans, appliances, 

formulas, or processes, which are used for the making, preparing, 

compounding, treating, or processing of articles or materials which 

are trade commodities obtained from a person and, which are 

recognized by law as confidential, and commercial or financial 

information given in confidence, not required by law and obtained 

from the public;  

e. Test questions, scoring keys and other examination data used to 

administer a licensing examination, examination for employment or 

academic examinations;  

f. The contents of real estate appraisals, engineering or feasibility 

estimates and evaluations made for or by an agency relative to the 
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acquisition of property or to prospective public supply and 

construction contracts, until such time as all of the property has 

been acquired or all proceedings or transactions have been 

terminated or abandoned, provided the law of eminent domain shall 

not be affected by this provision;  

g. Statements of personal worth or personal financial data required by 

the Town or its agencies and filed by an applicant with the Town or 

its agencies to establish his personal qualification for the license, 

certificate or permit applied for;  

h. Records, reports and statements of strategy or negotiations with 

respect to collective bargaining;  

i. Records, tax returns, reports and statements exempted by federal 

law or state statutes or communications privileged by the attorney-

client relationship.  
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