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Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

BREWSTER SELECT BOARD POLICY #6 
 

SELECT BOARD APPOINTMENTS TO TOWN COMMITTEES 
 

Date Adopted: _____ 

A. DEFINITIONS 
1. Ad hoc committee: A committee formed for a limited period of time for a specific 

and temporary purpose.
2. Advisory committee: A committee that acts only in an advisory capacity to the 

Select Board with no authority to bind the Select Board, e.g., the Bikeways and 
Human Services Committees.  

3. Alternate member: A committee member appointed to sit on the committee in 
the case of an absence, inability to act, or conflict of interest on the part of a 
regular member or in the event of a vacancy (Town Charter 5-3-1).   

4. Appointed committee: A committee in which the members are appointed rather 
than elected. 

5. Committee: Any multiple-member public body, including boards and 
commissions. 

6. Elected committee: A committee in which the members are elected by town 
voters. 

7. Public body: All multiple member committees, boards, and commissions, 
elected or appointed, or otherwise authorized under state law, town charter, or as 
appropriate, by the Select Board, to serve a public purpose.  

8. Regulatory committee: A committee with financial or regulatory authority 
granted by state law and/or town charter, e.g., the board of health, planning 
board, and school committee.  

9. Standing committee: A permanent committee. 
 

B. PURPOSE 
1. Appointing authority. The Select Board is the appointing authority for all non-

elected, multiple member committee positions. It appoints jointly with a second 
public body for certain elected committee vacancies (covered by a separate 
policy, number 6A, dated November 1, 2021). The Select Board may create and 
make appointments to ad hoc and advisory committees as it deems necessary. 
The Town Moderator is the appointing authority for certain committee positions 
not covered by this policy. (See Appendix A). 

2. Appointment process. This policy describes the process used by the Select 
Board to appoint volunteers to Town committees, boards, and commissions 
where members are not elected. 

3. Resident involvement. The Town encourages resident involvement in decision-
making through participation on committees and relies on qualified volunteers 

Office of:
Select Board and 

Town Administrator 

11 / 01 / 2021
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playing active committee roles.  
4. Appointment process goals. The members of a committee should be selected 

so as to provide the strongest possible group for the handling of any task that 
may arise within the province of that committee. The Select Board seeks to 
appoint qualified Brewster residents who are broadly representative of the 
demographics and experiences of residents in Town and whose skill set matches 
the particular committee’s needs. The Select Board aims to have balanced and 
diverse representation on committees wherever feasible. 

5. Town employees and non-Brewster voters. Town of Brewster employees may 
be appointed to a committee at the appointing authority’s discretion, subject to 
the Conflict of Interest law and any other general or special laws. Non-Brewster 
voters may be appointed to certain ad hoc and advisory committees. The Select 
Board will explicitly identify opportunities for non-Brewster voters to seek 
appointment to such committees. Town employees and non-Brewster voters 
appointed to serve on such committees will be full voting members unless 
otherwise outlined in the committee charge. 

C. SELECTION CRITERIA 
1. The applicant is registered to vote in Brewster, with certain exceptions for 

appointed ad hoc and advisory committees, as discussed above. 
2. Successful applicants will demonstrate: 

a. Broad perspective and concern for Brewster’s welfare and progress; 
b. Familiarity with Brewster’s issues, government processes, and plans,

including without limitation the Vision Plan; 
c. Interest in duties and responsibilities of the committee, board, or 

commission under consideration; 
d. Willingness to devote time and effort toward the committee’s work; 
e. Basic awareness and understanding of pertinent laws, bylaws, 

regulations, and policies; 
f. Relevant professional and/or personal experience/expertise; 
g. Effective teamwork and communication skills; and 
h. Commitment to carrying out the duties of the committee in the best 

interest of the Town according to applicable law and regulations and not to 
advance or create the appearance of advancing a personal agenda. 

3. Under the Town Charter, no person who has been recalled from an office or who 
has resigned from office following the filing of a recall petition shall be appointed 
to any Town office within 2 years after such recall or such resignation (Charter 2-
12-1-G). 

D. REMOVAL BY SELECT BOARD FROM APPOINTED POSITION 
1. Under the Town Charter, any person appointed to a multiple member committee 

by the Select Board may be removed by the Select Board following written 
notice and the opportunity for a public hearing (Charter 5-1-1-B).  

 
E. PROCESS FOR SELECT BOARD APPOINTMENTS TO NON-ELECTED 

COMMITTEES (See chart that follows) 

1. Advertising (Responsibility: Town Administration) 
a. Vacancy notices are posted with guidance on how to apply. 
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2. Application Initial Review (Responsibility: Town Administration) 

a. Applicant submits application (see Appendix B) and other materials to 
Town Administrator’s office. 

b. Upon receipt, staff reviews application for completeness and, if satisfied 
that the application is complete, forwards the application to the Town 
Clerk. 

 
3. Eligibility Confirmation (Responsibility: Town Clerk) 

a. The Town Clerk notes the applicant’s voting status on the  “Committee 
Application Screening and Action Form” and returns the form to Town 
Administration, who then forwards the application materials to the Select 
Board Liaison. 

 
4. Screening and Recommendation (Responsibility: Select Board Liaison) 

a. The Select Board Liaison assigned to the committee on which a vacancy 
has occurred conducts applicant screening, and then submits their 
recommendation to Town Administration staff, using “Select Board 
Committee Application Screening Form” (See Appendix C). Screening 
activities include reviewing application materials, interviewing applicant, 
and conferring with the committee chair. 

 
5. Notice of Proposed Appointment (Meeting #1) (Responsibility: Town

Administration) 
a. For applicants recommended for appointment by the Select Board Liaison, 

the “Select Board Committee Application Screening Form” with the 
Liaison’s recommendation and application materials are published in a 
Select Board meeting packet at least one week prior to the meeting at 
which a vote on the appointment will be held. 
 

6. Select Board Vote (Meeting #2) (Responsibility: Select Board) 
a. The recommended appointment is placed on Select Board meeting 

agenda, including the name of the candidate, if known.  
b. The Select Board deliberates on the recommended appointment and 

votes. 
c. A simple majority vote is required to confirm or reject the appointment. 

 
7. Notification of Decision (Responsibility: Town Administration) 

a. Town Administration then notifies the applicant of the Select Board’s 
decision: 

i. If appointed, Town Administration notifies the applicant of their 
appointment and directs the appointee to be sworn in by Town 
Clerk before participating in a public meeting. The appointment 
certification form is forwarded by Town Administration to the 
appointee and the Town Clerk, along with the required Certification 
of Compliance with any applicable laws, including without limitation 
the Open Meeting Law, Public Records Law, and Conflict of 
Interest Law.  

ii. If the applicant is not appointed, Town Administration notifies the 
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applicant; other vacancies may be considered and the application 
can be kept on file.  

 
F. APPOINTMENTS TO AD HOC COMMITTEES (Responsibility: Town Administration 

and Select Board) 
1. The Select Board may request the Town Administrator perform screening and 

make recommendations to the Select Board for appointments to ad hoc 
committees. 

2. The same application form is used as with standing committee applications 
and the same two meeting publication processes will be used (though no 
Select Board Liaison recommendation occurs). 

3. For ad hoc committees, Town Administration will evaluate applications and 
forward recommendations to the Select Board for deliberation and vote at a 
public meeting.  

4. The Select Board will clearly identify opportunities that non-Brewster voters 
are eligible to apply for.  
 

G. RE-APPOINTMENT TO COMMITTEE (Responsibility: Town Administration and 
Select Board) 

1. Committee members whose terms are expiring should notify Town 
Administration, by email or in writing, if they wish to be re-appointed no later 
than 30 days before the end of their term.  

2. For members wishing to be re-appointed, Town Administration will notify the
Select Board Liaison to the Committee and the Committee Chair. 

3. The Select Board Liaison will consult with the Committee Chair and inform 
Town Administration of a recommendation for re-appointment. 

4. If a committee member is recommended for re-appointment: 
i. Meeting #1: Town Administration will publish member’s request for re-

appointment and re-appointment recommendation by the Select Board 
Liaison in a Select Board packet at least one week prior to the meeting 
at which a vote on re-appointment will be held. 

ii. Meeting #2: The recommendation for re-appointment will be placed on 
the Select Board meeting agenda, including the member’s name.  The 
member’s request for re-appointment and the Select Board Liaison’s 
recommendation for re-appointment will be published in Select Board 
meeting packet.   

iii. A simple majority vote is required to confirm or reject the re-
appointment. 

5. If a member does not wish to be re-appointed, a vacancy will be added to the 
Town-maintained committee vacancy list.  

H. APPOINTMENTS TO COMMITTEES COMPRISED OF OTHER COMMITTEE 
MEMBERS (Responsibility: Town Administration and Select Board) 

1. Certain Town Committees are formed of members representing other Town 
committees and departments, e.g., the Water Quality Review Board and the 
Brewster Affordable Housing Trust.  

2. The Select Board makes appointments to these committees based on the 
recommendation of the contributing committee and/or applicable Town 
bylaws or charter provisions.  
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Approved by the Brewster Select Board on:       

___________________________  ___________________________ 
Cynthia Bingham, Chair    David Whitney, Vice Chair 

 
 

___________________________  ___________________________ 
Edward Chatelain, Clerk     Mary Chaffee 

 
 

___________________________ 
Kari Hoffmann 
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FLOWCHART: SELECT BOARD APPOINTMENT PROCESS FOR NON-ELECTED 
COMMITTEE VACANCIES 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPLICATION:  Applicant submits application to TA Office. 

APPLICATION INITIAL REVIEW: TA reviews application for completeness; forwards to Town Clerk.  

ELIGIBILITY: Town Clerk confirms applicant’s voter status (unless exempt); returns application to Town Administration. 

SELECT BOARD LIAISON ACTION:  
 Town Administration forwards application materials to Select Board Committee Liaison who: 
o Evaluates application materials & interviews applicant. 
o Confers with Committee Chair; Chair may interview applicant also. 
o Checks at least one local reference if needed. 
o Determines recommendation.  

IF APPLICANT RECOMMENDED FOR APPOINTMENT 

NOTIFICATION. Other vacancies 
may be considered & application kept 
on file. 

NOTICE OF PROPOSED APPOINTMENT (MEETING #1) 
 Select Board Liaison submits Recommendation Summary to TA.  
 Recommendation Summary & application materials are included 

in Select Board packet for review at least 1 week prior to vote. 

NOTIFICATION: TA notifies applicant and Town Clerk 
of appointment.  

SWEARING IN Applicant sworn in by Town Clerk and 
Committee service begins. 

SELECT BOARD VOTE (MEETING #2) 
 Recommended appointment is placed on Select Board agenda.  
 Select Board votes; simple majority vote required to appoint.  

ADVERTISING:  Town Administration (TA) advertises committee vacancies. 

IF APPLICANT NOT RECOMMENDED 

APPLICANT IS APPOINTED APPLICANT NOT APPOINTED  

NOTIFICATION. Other vacancies 
may be considered & application 
kept on file. 
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Appendix A 
Town of Brewster Committee Appointing Authorities 

APPOINTING AUTHORITY RESPONSIBLE FOR APPOINTMENTS TO: 
Select Board  All multiple member non-elected committees* 

 Ad hoc committees*  
 Town Moderator vacancy 
 Town Constable vacancy  
 Old Kings Highway Historic District Committee 

– 1 seat (under charter) 
 Housing Authority – 2 seats (state law) 

Select Board and Second Board 
with Joint Authority (see separate 
policy) 

Vacancies on elected public bodies: 
 Board of Health 
 Housing Authority 
 Brewster School Committee 
 Nauset Regional School Committee - 

Brewster seats 
 Old Kings Highway Historic District 

Committee 
 Planning Board 
 Recreation Committee 

Town Moderator  Finance Committee (all seats) 
 Audit Committee (1 seat) 
 Deputy Town Moderator 
 Cape Cod Technical High School Committee 

Brewster representatives in accordance with
regional school district agreement 

Finance Committee  Audit Committee (2 seats) 

*Appointments managed under this Select Board policy.  

Doc ID: fc1e0b7140b622985c36abf9b734bd7db3607883



FINAL Select Bd Appt Policy; version Oct. 28 

Appendix B 
 

Town of Brewster 
SELECT BOARD COMMITTEE APPOINTMENT APPLICATION 

 
APPLICANT DIRECTIONS:  
 Thank you for your interest in serving Brewster. The Town aims to match applicants 

with committee service best aligned to your skills and interests as well as the 
committee’s needs.  

 The Town may consider the information in this application, any supplemental 
information, and any other publicly available information. An appointment to any 
committee, board or commission is at the discretion of the Select Board. 

 Please complete this form online, or on paper, and submit a résumé if desired to 
Erika Mawn, Town Administrator’s Executive Assistant:  

o Email: EMawn@Brewster-MA.gov 
o Mail: Erika Mawn, 2198 Main St., Brewster, MA 02631, or  
o In person: Town Administrator’s Office or drop-box outside Town Hall.  

 After your application materials are received, you’ll be contacted regarding next 
steps. Vacancies will be filled by applicants deemed best qualified to serve in a 
particular capacity, which discretion lies solely with the appointing authority. 
Submitting this form does not guarantee appointment.  

______________________________________________________________________ 

1. Applicant name:        

2. Address:       

3. Phone Numbers:   Home:          Cell:       

4. Email:       

5. This is an application for:    Full member status  Alternate status 

6. Are you a full-time Brewster resident?        Yes   No 

7. Years you’ve lived in Brewster:       

8. Are you registered to vote in Brewster?   Yes   No 

9. Committees you are interested in serving on in order of preference: 
a.       
b.       
c.       

 

NOTE: You may attach a résumé or CV instead of completing items 10-14. 
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10. EDUCATION. List schools attended, degrees/diplomas/certificates received, 
and date of completion. 

     

11. OCCUPATION:          Active  Retired   Not currently working  

12. EMPLOYMENT EXPERIENCE. List employers, job titles and dates of 
employment for at least previous 3 years.  

     

13. GOVERNMENT POSITIONS. List any Town of Brewster or other government 
volunteer, elected, or appointed positions you now hold or have held. 

     

14. COMMUNITY ACTIVITIES. List all civic, non-profit, or other organizations that 
you belong to or have belonged to in the previous 5 years: 

a. Organizations and dates:       
 

15. GOALS: Please explain why you’d like to serve on a particular committee. 
     

16. EXPERIENCE & SKILLS: Please list any experience, achievements, skills, or 
interests you have that would assist you to serve effectively on the committee
you wish to serve on. 

     

17. TOWN EMPLOYMENT: Are you or any member of your immediate family 
employed by or receiving financial consideration from the Town of Brewster? 

     

18. CONFLICTS OF INTEREST. Do any of your activities or relationships present 
the possibility or probability of a conflict of interest if you are appointed?(Does 
not automatically disqualify but may need to be disclosed) 

     

19. LOCAL REFERENCES: Please provide the names and contact information for 
references (Brewster residents preferred): 

a. Name:       
Address:       
Phone:       
Email:       
Relationship to you:       
 

b. Name:       
Address:       
Phone:       
Email:       
Relationship to you:       
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20. ADDITIONAL INFORMATION. Please add any additional information you’d like. 
      

21. SIGNATURE. By signing below, you state that you understand and agree. 
 My completion of this form does not guarantee my appointment and my 

application will be kept on file for two (2) years.  
 If appointed to a position, I will be considered a Municipal Employee under MGL

Ch. 268A and will be subject to: 
 Massachusetts Conflict of Interest Law, MGL Ch. 268A; 
 Massachusetts Financial Disclosure Law, MGL Ch. 268B; 
 Massachusetts Open Meeting Law, MGL Ch. 30A, Sections 18-25, and the 

implementing regulations, 940 CMR 29.00; 
 Massachusetts Public Records Law, MGL Ch. 66, and the implementing 

regulations, 950 CMR 32.00; 
 Massachusetts Campaign Finance Law, MGL Ch. 55; and 
 Brewster Charter, when in force, and Town bylaws, and all other applicable

federal, state, and local laws or regulations. 
 If appointed, I must be sworn in by the Town Clerk before serving, and I will 

complete State Conflict of Interest training after appointment, as well as any
other certifications required by law.  

 When submitted, I understand that this form becomes a public document.  

Signature:            Date:       
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Appendix C 

SELECT BOARD COMMITTEE APPLICATION SCREENING FORM 
 

Applicant Name           Requested Committee       
 

 
1. TOWN CLERK REVIEW 

a. Applicant is a registered Brewster voter:     Yes   No 
b. Date confirmed         

2. SELECT BOARD LIAISON RECOMMENDATION TO SELECT BOARD 
a. Select Board Liaison Applicant Interview: 

i. Interviewer name (Select Board Liaison):       
ii. Interview date:       

 
b. Select Board Liaison Consultation with Committee Chair: 

iii. Committee Chair name:        
iv. Consultation date:       
v. Did Committee Chair also interview applicant?  Yes  No 

c. Was at least 1 Brewster reference contacted:  Yes  No        N/A 
 

d. Select Board Liaison Recommendation: 
i.  Recommend appointment. 

 
ii. Recommend appointment to other committee that is a better fit for

applicant qualifications. 
 

iii.  Recommend holding application for future opening.  
 

iv.  Not recommended.  

3. SELECT BOARD ACTION 
a. At a Select Board meeting held      , the Applicant was appointed to       

for a term ending       year term. 
 

4. NOTIFICATION OF APPOINTEE AND TOWN CLERK 
a. Date notification of appointment sent to appointee and Town Clerk:       
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Appendix D 

1. Appointment Letter 

Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

 

[Date] 

Dear      , 

Thank you for applying for appointment to a Town of Brewster Committee. I am pleased 
to inform you that on [date], you were appointed to: 

       
 
 

Your term will end:  

      [Term end date] 

Please contact the Town Clerk to arrange your swearing in, which must be done prior to 
your participation in a committee meeting.  

Colette Williams, Town Clerk 
2198 Main St., Brewster, MA 02631 
Phone: (508) 896-4506 
Email: townclerk@brewster-ma.gov  
 

Thank you for your willingness to serve our community. 

Sincerely, 

Peter Lombardi 
Town Administrator 

Office of: 
Select Board and 

Town Administrator 
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2. Non-appointment Letter  

Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

 

[Date] 
 

Dear       [Applicant Name], 

Thank you for applying for appointment on a Town of Brewster Committee. You were 
not selected for this appointment, however, we would like to retain your application. We 
would like to be able to consider you when a future committee vacancy opens that 
interests you, and for which your background and experience would be a good fit. 

Volunteers make vital contributions to our community, and we appreciate your 
willingness to serve. If you have any questions about committee openings, please 
contact the Town Administrator’s Office or visit the Town website to review openings. 

Phone: (508) 896-3701 
 
Email: townclerk@brewster-ma.gov
 
Committee Openings: https://www.brewster-ma.gov/committee-openings  
 
 

Sincerely, 

Peter Lombardi 
Town Administrator 

Office of: 
Select Board and 

Town Administrator 
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Town of Brewster
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

BREWSTER SELECT BOARD POLICY #6A 
 

SELECT BOARD JOINT APPOINTMENTS TO TOWN COMMITTEES 
 

Date Adopted: _____ 

A. DEFINITIONS 
1. Committee: Any multiple-member public body, including boards and 

commissions. 
2. Elected committee: A committee in which the members are elected by town 

voters. 
3. Public body: All multiple-member committees, boards and commissions, elected 

or appointed, or otherwise authorized under state law, town charter, or as 
appropriate, by the Select Board, to serve a public purpose.  
 

B. PURPOSE 
1. This policy describes the process used, under MGL Ch 41, Sec. 11, to appoint 

volunteers to fill vacancies on Town committees, boards and commissions where
members are elected.  

2. Under such circumstances, if there is a vacancy on a committee consisting of two
or more members, the remaining members of the Committee are required to 
provide notice of the vacancy to the Select Board within one month of the 
vacancy. Thereafter, the Select Board and the remaining members of the 
committee experiencing the vacancy, will make joint appointments to fill the 
vacancy by a roll-call vote.  

3. The Town encourages resident involvement in decision-making through 
participation on committees, boards, and commissions, and relies on qualified 
volunteers playing active committee roles.  

4. The appointing authorities seek to appoint qualified Brewster residents who are 
broadly representative of the demographics and experiences of residents in 
Town and whose skill set matches the particular committee’s needs. The Town 
aims to have balanced and diverse representation on committees wherever 
feasible. 

5. Town of Brewster employees may be appointed at the appointing authorities’ 
discretion, subject to Conflict of Interest laws and any other applicable general or 
special law, charter provision, or bylaw.  
 

C. APPLICABILITY. This policy applies to vacancies on the following public bodies: 
1. Board of Health 
2. Housing Authority 
3. Brewster School Committee 
4. Nauset Regional School Committee - Brewster seats 

Office of: 
Select Board and 

Town Administrator 
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2

5. Old Kings Highway Historic District Committee 
6. Planning Board
7. Recreation Committee 

 
D. SELECTION CRITERIA 

1. Applicant is registered to vote in Brewster. 
2. Successful applicants will demonstrate: 

a. Broad perspective and concern for Brewster’s welfare and progress; 
b. Familiarity with Brewster’s issues, government processes, and plans, 

including without limitation the Vision Plan. 
c. Interest in duties and responsibilities of the committee, board, or 

commission under consideration; 
d. Willingness to devote time and effort toward the committee’s work; 
e. Basic awareness and understanding of pertinent laws, bylaws, 

regulations, and policies; 
f. Relevant professional and/or personal experience/expertise; 
g. Effective teamwork and communication skills; and, 
h. Commitment to carrying out the duties of the committee in the best 

interest of the Town according to applicable law and regulations and not to 
advance or create the appearance of advancing a personal agenda; 

3. Under the Town Charter, no person who has been recalled from an office or who 
has resigned from office following the filing of a recall petition shall be appointed 
to any Town office within 2 years after such recall or such resignation. 

E. PROCESS FOR JOINT SELECT BOARD APPOINTMENTS TO VACANCIES ON 
ELECTED PUBLIC BODIES (See chart that follows) 

1. Advertising (Responsibility: Town Administration) 
a. Vacancy notices are posted with guidance on how to apply.

 
2. Application Initial Review (Responsibility: Town Administration) 

a. Applicant submits application and other materials to the Town 
Administrator’s office.  

b. Upon receipt, staff reviews application for completeness and, if 
satisfied that the application is complete, forwards the application to 
the Town Clerk. 

 
3. Eligibility Confirmation (Responsibility: Town Clerk) 

a. The Town Clerk notes the applicant’s voting status on the “Committee 
Screening and Recommendation Form” and returns the form to Town 
Administration who then forwards the application materials to the 
Select Board Liaison. 
 

4. Notice of Committee Appointment (Responsibility: Town Administration) 
a. Applicant materials are published in the Select Board meeting packet 

and in the meeting packet of the committee on which the vacancy has 
occurred at a meeting at least one week prior to the date on which the 
joint committee will vote on the appointment.  The agenda item for the 
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joint appointment must be posted by both the Select Board and the 
committee on which the vacancy has occurred, with the name of the
candidate to fill the vacancy, if known.   

5. Joint Deliberation and Vote (Responsibility: Select Board and Second 
Public Body) 

a. A joint meeting of the Select Board and the committee with the 
vacancy is convened. 

b. Appointment to fill the vacancy is by a simple majority vote of all 
officers entitled to vote.  The vote to fill the vacancy must be by roll-
call. 

6. Notification (Responsibility: Town Administration) 
a. Town Administration then notifies the applicant of the Select Board and 

committee’s decision: 
i. If appointed, Town Administration notifies the applicant of 

appointment and directs the appointee to be sworn in by the Town 
Clerk before participating in a public meeting. The appointment 
certification form is forwarded by Town Administration to the 
appointee and the Town Clerk, along with the required Certification 
of Compliance with any applicable laws, including without limitation 
the Open Meeting Law, Public Records Law, and Conflict of 
Interest Law.  

ii. If not appointed, Town Administration notifies the applicant; other 
vacancies may be considered and the application can be kept on 
file.  

Approved by the Brewster Select Board on:

___________________________  ___________________________ 
Cynthia Bingham, Chair    David Whitney, Vice Chair 

 
 

___________________________  ___________________________ 
Edward Chatelain, Clerk     Mary Chaffee 

 
 

___________________________ 
Kari Hoffmann 
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FLOWCHART: SELECT BOARD JOINT APPOINTMENT PROCESS FOR ELECTED 
COMMITTEE VACANCIES

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

APPLICATION:  Applicants submit applications to TA Office. 

APPLICATION INTAKE & INITIAL REVIEW: TA reviews applications for completeness; forwards to Town Clerk. 

ELIGIBILITY CONFIRMATION: Town Clerk confirms applicant’s voter status and eligibility for appointment; 
returns application to Town Administration.  

ADVERTISING:  Town Administration (TA) advertises committee vacancies. 

APPLICABILITY: This process applies to appointments to vacancies on these public bodies 
where the Select Board and the committee with a vacancy jointly vote to appoint: 

 Board of Health 
 Housing Authority 
 Brewster School Committee 
 Nauset Regional School Committee - Brewster seats 
 Old Kings Highway Historic District Committee 
 Planning Board 
 Recreation Committee 

NOTICE OF PROPOSED APPOINTMENT (MEETING #1) 
 Application materials are included in Select Board meeting packet and meeting packet of committee 

experiencing the vacancy at least one week prior to joint meeting deliberation and vote. 

JOINT DELIBERATION AND VOTE (MEETING #2) 
 Select Board and committee experiencing the vacancy meet jointly to deliberate and vote. 
 Simple majority of all officers entitled to vote determines outcome.  

NOTIFICATION: Applicant and Town Clerk are notified 
of appointment.  

SWEARING IN Applicant sworn in by Town Clerk and
Committee service begins.   

APPLICANT IS APPOINTED APPLICANT NOT APPOINTED  

NOTIFICATION. Other vacancies 
may be considered & application 
kept on file. 
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Appendix A 

Town of Brewster 
COMMITTEE APPOINTMENT APPLICATION FOR JOINT APPOINTMENTS 

 
APPLICANT DIRECTIONS:  
 Thank you for your interest in serving Brewster. The Town aims to match applicants 

with committee service best aligned to your skills and interests as well as the 
committee’s needs.  

 The Town may consider the information in this application, any supplemental 
information, and any other publicly available information. An appointment to any 
committee, board or commission is at the discretion of the appointing authority. 

 Please complete this form online, or on paper, and submit a résumé if desired to 
Erika Mawn, Town Administrator’s Executive Assistant:  

o Email: EMawn@Brewster-MA.gov 
o Mail: Erika Mawn, 2198 Main St., Brewster, MA 02631, or  
o In person: Town Administrator’s Office or drop-box outside Town Hall.  

 After your application materials are received, you’ll be contacted regarding next 
steps. Vacancies will be filled by applicants deemed best qualified to serve in a 
particular capacity. Submitting this form does not guarantee appointment.  

______________________________________________________________________ 

1. Applicant name:        

2. Address:       

3. Phone numbers: Home:          Cell:       

4. Email:       

5. Are you a full-time Brewster resident?        Yes   No 

6. Years you’ve lived in Brewster:       

7. Are you registered to vote in Brewster?1   Yes   No 

8. Committee you’d like to be appointed to:        

NOTE: You may attach a résumé or CV instead of completing items 9-13.

9. EDUCATION. List schools attended, degrees/diplomas/certificates received, 
and date of completion. 

     

10. OCCUPATION:          Active  Retired   Not working at this time 
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11. EMPLOYMENT EXPERIENCE. List employers, job titles and dates of 
employment for at least previous 3 years.

     

12. GOVERNMENT POSITIONS. List any Town of Brewster or other government 
volunteer, elected, or appointed positions you now hold or have held. 

     

13. COMMUNITY ACTIVITIES. List all civic, non-profit, or other organizations that 
you belong to or have belonged to in the previous 5 years: 

a. Organizations and dates:       
 

14. GOALS: Please explain why you’d like to serve on a particular committee, 
board or commission. 

     

15. EXPERIENCE & SKILLS: Please list any experiences, achievements, skills, or 
interests you have that would assist you to serve effectively on the committee 
you wish to serve on. 

     

16. TOWN EMPLOYMENT: Are you or any member of your immediate family 
employed by or receiving financial consideration from the Town of Brewster? 

     

17. CONFLICTS OF INTEREST. Do any of your activities or relationships present 
the possibility or probability of a conflict of interest if you are appointed? 
(Does not automatically disqualify but may need to be disclosed) 

18. LOCAL REFERENCES: Please provide the names and contact information for 
references (Brewster residents preferred): 

a. Name:       
Address:       
Phone:       
Email:       
Relationship to you:       
 

b. Name:       
Address:       
Phone:       
Email:       
Relationship to you:       
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19. ADDITIONAL INFORMATION. Please add any additional information you’d like. 

20. SIGNATURE. By signing below, you state that you understand and agree. 

 My completion of this form does not guarantee my appointment and my application 
will be kept on file for two (2) years.  

 If appointed to a position, I will be considered a Municipal Employee under MGL Ch. 
268A and will be subject to: 
 Massachusetts Conflict of Interest Law, MGL Ch. 268A; 
 Massachusetts Financial Disclosure Law, MGL Ch. 268B, 
 Massachusetts Open Meeting Law, MGL Ch. 30A, Sections 18-25, and the 

implementing regulations, 940 CMR 29.00; 
 Massachusetts Public Records Law, MGL Ch. 66, and the implementing 

regulations, 950 CMR 32.00; 
 Massachusetts Campaign Finance Law, MGL Ch. 55; and 
 Brewster Charter, when in force, and Town bylaws, and all other applicable 

federal, state, and local laws or regulations. 
 If appointed I must be sworn in by the Town Clerk before serving, and I will complete 

State Conflict of Interest training after appointment, as well as any other 
certifications required by law.  

 When submitted, I understand that this form becomes a public document.  

Signature:            Date:       
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Appendix B 

 
JOINT COMMITTEE APPLICATION SCREENING AND ACTION FORM 

 
Applicant Name           Committee Vacancy        

 
 

1. TOWN CLERK REVIEW 
a. Applicant is a registered Brewster voter:     Yes   No 

b. Identification of Appointing Authority: Select Board and   

 
 

2. JOINT APPOINTING AUTHORITY ACTION 
a. At a joint meeting of the Select Board and the     (committee with vacancy) 

held      , the Applicant was: 
 

i.   Appointed to a term ending       year term. 
 

ii.   Not appointed 
 

3. NOTIFICATION OF APPOINTEE AND TOWN CLERK 
a. Date notification of appointment sent to appointee and Town Clerk:       
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Appendix C 

1. Appointment Letter 

Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

 

[Date] 
 

Dear       [Applicant Name], 

Thank you for applying for appointment to a Town of Brewster Committee. I am pleased 
to inform you that on [date], you were appointed to: 

     [Name of Committee] 
 
 

Your term will end:  

      [Term end date] 

Please contact the Town Clerk to arrange your swearing in, which must be done prior to 
your participation in your first committee meeting.  

Colette Williams, Town Clerk 
2198 Main St., Brewster, MA 02631 
Phone: (508) 896-4506 
Email: townclerk@brewster-ma.gov  
 

Thank you for your willingness to serve our community. 

Sincerely, 

Peter Lombardi 
Town Administrator 

Office of: 
Select Board and

Town Administrator 
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2. Non-appointment Letter  

Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

 

[Date] 
 

Dear       [Applicant Name], 

Thank you for applying for appointment on a Town of Brewster Committee. You were 
not selected for this appointment, however we would like to retain your application. We 
would like to be able to consider you when a future committee vacancy opens that 
interests you, and for which your background and experience would be a good fit. 

Volunteers make vital contributions to our community, and we appreciate your 
willingness to serve. If you have any questions about committee openings, please 
contact the Town Administrator’s Office:

Phone: (508) 896-3701 
 
Email: townclerk@brewster-ma.gov
 
Committee Openings: https://www.brewster-ma.gov/committee-openings  
 
 

Sincerely, 

Peter Lombardi 
Town Administrator 

Office of: 
Select Board and 

Town Administrator 
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Town of Brewster. A denial of use by the Town Administrator or the Assistant Town Administrator may 
be appealed to the Board of Selectmen.  

5. A fee for facility use will be charged to all groups not directly related to the Town, to defray the
cost of cleaning maintenance, utilities, supplies and heating as applicable. The Town Administrator may 
waive facility use fees for non-profit or charitable groups, with a 501C designation, that benefit Brewster 
residents indirectly. The present fee schedule, which has been approved by the Board of Selectmen, is 
attached hereto and may be revised by the Board from time to time. A denial by the Town Administrator 
or the Assistant Town Administrator may be appealed to the Board of Selectmen. 

Regulations and fees are subject to change by action of the Brewster Board of Selectmen. 
Attached fee schedule may be adjusted to accommodate extenuating circumstances via the authority of 
the Board of Selectmen. Requests for special consideration should be submitted to the Town 
Administrator, who will take the request to the Board of Selectmen. 

6. A bank or certified check made payable to the Town of Brewster must accompany the
application. Rental requests for Town properties may be made up to twelve (12) months in advance of 
the date requested for rental. Rental requests exceeding a value of $75 shall be accompanied by a ten 
percent (10%) retainer fee to reserve the date. All requests shall be processed in the order in which 
they are received (first-come-first-served). The balance of all fees due to the Town shall be made to the 
Town of Brewster within 45 business days prior to the rental date. Failure to pay the fee balance shall 
void the requested rental. Payments may be made in cash, by certified bank check or money order. 
Applications with no special conditions or waiver requests, adhering to all rules and conditions outlined 
in these Town policies, may be approved by Administrative staff upon payment in full of use fees.  

7. Safety & Security: An applicant or sponsor of the proposed event must contact the Police and Fire
/Emergency Departments in advance of submitting an application for use to determine whether there is 
a need for traffic control and/or security supervision at the proposed event.  All required security or 
supervision will be paid for by the organization using the facilities. Application forms require signature 
from Brewster Police and Brewster Fire/Rescue Department personnel verifying whether a public safety 
detail is required in order to be considered complete. Fees for Police, Fire or Emergency supervision 
details are set by the Police or Fire/Emergency Departments and are due to the same. The Board of 
Selectmen reserves the right to require public safety supervision. 

8. Parking: If the proposed event will require parking in excess of the number of spaces located on
the property, the applicant must consult with the Police Chief of the Town of Brewster and provide 
supplemental information to the Town Administrator or Board of Selectmen as to where off-premise 
parking will be provided and how pedestrian safety and vehicular circulation will be addressed. If 
parking is proposed for unpaved areas which are not specifically designated for parking, the applicant 
must indicate where parking is proposed.  

9. Music/Noise: The Town of Brewster has a noise bylaw (Chapter 125 of the Code of the Town of
Brewster) which states that excessive noise that is audible at a distance of one hundred fifty (150) feet 
from its source shall be punishable by a fine of up to fifty dollars ($50). Users of Town facilities are 
subject to this bylaw and the sponsoring agency or group shall be held responsible for ensuring 
compliance. In accordance with the provisions of MGL Chapter 136, if live or amplified music or 
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BASE FEES FOR Weekday Weekend Day  Weekend Evening Week Day Evening 
three (3) hours (add custodial fee) (add custodial fee) (add 

custodial fee 
Town Office Building 
Meeting Room A, B or C $50.00  $75.00  $150.00 $50.00 
Rooms A & B (combined) $150.00 $225.00 $450.00 $100.00 
Ball Field (Non-Sport Events)$100.00 $100.00 N/A N/A 
Council On Aging Building 
Front Lawn $50.00  $250.00 N/A N/A 
Meeting Room $35.00  $100.00 $200.00 $50.00 
Kitchen $35.00  $50.00  $75.00  $50.00 
Captains Golf Course Pavilion 
Meeting Room $75.00  $350.00 $350.00 $100.00 
Water Facility 
Meeting Room $35.00  N/A N/A $35.00 
Drummer Boy Property 
Fields $300.00 $400.00 N/A N/A 
Playground $35.00  $50.00  N/A N/A 
Electrical Service $50.00  $50.00  $50.00  $50.00 
(+any utility charges above and beyond) 
Gazebo/Bandstand  

Sept. – March  $100.00 $100.00 N/A N/A 
April – August $200.00 $200.00 N/A N/A 

Public Beach $25.00  $50.00  N/A N/A 
(groups over 20, daylight hours after Labor Day Weekend and before Memorial Day Weekend, ONLY. 
For Construction Access at beaches, see Selectmen’s Construction Access Permit Process)  

Use of the Freeman’s Way Ball Fields and the Tennis Courts on Underpass Road may be scheduled via 
application to the Recreation Commission. Please call 508-896-9430 or visit the Town’s web site at 
www.town.brewster.ma.us for fees and forms. 

Use of the Crosby Mansion may be scheduled via the Crosby Property Manager. Please call 508-896- 
1744 or visit the website at http://www.crosbymansion.com/. Rental of the Crosby Cottages is also 
handled by the Crosby Property Manager. Please call 508-896-1744. 

Custodial fees --- Shall apply to any events scheduled during hours which would not normally be staffed 
by Town Personnel. Custodial fees will be figured based on the pay rate of the least-paid individual 
available assigned to open, attend, supervise or lock-up a facility. Hourly rates will be 1.5 times the 
individual’s regular hourly rate for the hours required, or a minimum of 3 hours, whichever is greater. 
Custodial fees will not be charged for events taking place in public facilities which are already scheduled 
to be open and occupied during the times of the proposed event(s).  
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Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

Email: TownAdmin@brewster-ma.gov 

 
 
 
 
 

Select Board Policies on: Email Use, Information Security, and IT Acceptable Use  
 
 
Establishment date, effective date, and revision procedure 
 
The Town of Brewster Information Technology department shall review this policy at least once a 
year, and at any additional time when there are changes that may affect management with respect 
to Information Security. In the event that amendment or repeal of this policy becomes necessary 
as a result of such review, the Town of Brewster Information Technology department shall prepare 
a draft and apply for authorization, and with prior confirmation of the Executive(s) in charge of the 
area(s) that will be affected by amendment or repeal, the Town of Brewster Select Board will 
authorize the amendment or repeal. 
 
 

EMAIL USE POLICY 
 
Overview 
 
Purpose 
This policy defines the standards and rules for acceptable and unacceptable use of Town of 
Brewster’s email system and ensures proper use of that system.  
 
Scope 
The policy applies to all uses of Town of Brewster’s email system by employees, contractors, 
agents, volunteers, or any other party authorized for its use.  
 
Use of The Town of Brewster’s email system is subject to the terms of this policy in addition to 
those set forth in the Acceptable Use and Access Control Policies. Employees and other users 
are encouraged to familiarize themselves with the terms of these policies.  
 
Policy 
 
Acceptable Uses of Email Accounts 
Town of Brewster provides email accounts primarily for legitimate Town of Brewster business 
purposes. Personal communication is permitted on a limited basis. Employees have the 
responsibility to maintain and enhance the organization’s public image and to use the 
organization’s email system in a responsible, productive, and lawful manner. This section is not 
intended to limit protected conduct under the National Labor Relations Act or other law.  
 
Unacceptable Uses of Email Accounts 
Non-Town of Brewster related commercial use of the Town of Brewster email system is prohibited. 
Town of Brewster’s email accounts may not be used for transmitting, retrieving, viewing, or 
storage of any communications of an unlawfully discriminatory or harassing nature. Materials that 

 

Policy No: 35 
Date Approved:   
December 17, 2001 
 
Dates Amended:  
September 26, 2022 
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are obscene or harassment of any kind is prohibited. No messages with derogatory or 
inflammatory remarks about an individual’s protected class including race, age, disability, religion, 
national origin, physical attributes, genetic information, gender identity, or sexual preference shall 
be transmitted. No emails shall be sent through the Town of Brewster’s email system which 
unlawfully defame or malign the image, reputation and/or goodwill of the organization and/or any 
of its employees. Email messages or attachments may also not be used for any purpose that is 
illegal or otherwise against organization policy or contrary to the organization’s best interests. 
Solicitation of non-organization business, or any use of the Town of Brewster’s email system for 
personal gain, is prohibited.  
 
Communications 
Each employee is responsible for the content of all text, audio, or images that he/she transfers to 
or sends over Town of Brewster’s email system. All emails must contain the identity of the sender 
and may not represent the sender as a different person or someone from another organization. 
Any messages or information sent by an employee to another individual outside of the 
organization via an electronic network (e.g., blog, IM, bulletin board, online service, or Internet) 
are statements that reflect on the organization. All employees who engage in such personal 
messaging are encouraged to provide a disclaimer clearly stating that any and all opinions 
expressed are solely those of the employee and are not those of the organization, as provided in 
the Acceptable Use Policy. Employees may not automatically forward emails containing the 
organization’s confidential or sensitive information from Town of Brewster’s email system to a 
third-party email system such as Google or Yahoo except where prior authorization has been 
obtained or where permitted or protected by law.  
 
All communications sent by employees via Town of Brewster’s email system must comply with 
the organizations Acceptable Use and Information Security Policies and must provide appropriate 
safeguards for the organization’s sensitive, confidential, and proprietary information such as 
strong passwords and approved methods of encryption where appropriate. Such protective 
measures should be used when sending emails or attachments containing personally identifiable 
information, protected health information, or other similar information that if lost, misused, or 
disclosed without authorization, could have an adverse impact on the privacy interests or welfare 
of others; or when sending confidential or proprietary information such as business, financial, or 
project strategies. Any questions or concerns regarding encryption of email contents should be 
directed to the department supervisor or IT department.  
 
Privacy 
Emails are not private. Employees shall have no expectation of privacy in anything they store, 
send or receive on The Town of Brewster email system. Town of Brewster reserves the right to 
monitor email content to ensure that the email system is used for appropriate business or legally 
protected purposes. As a result of such monitoring, certain contents of employee emails may be 
exposed. Employee emails may also be subject to exposure in the event that Town of Brewster’s 
email system is compromised allowing unauthorized persons to gain access to employee email 
content. Finally, employee email contents may be inadvertently exposed where an email routing 
error occurs resulting in an email being sent to the incorrect recipient. As a result of this potential 
for exposure, employees are encouraged to not email any content that they would like to remain 
confidential.  
 
Personal Email Accounts 
Accessing personal email accounts from organization-owned computers is prohibited, as they are 
a potential source of computer viruses. No organization-related communication is permitted using 
personal email accounts, as the communication may be subject to the organization’s 
communication retention policy. One exception to this restriction is where such use of personal 
email accounts for organization-related communications is permitted or protected under the 
National Labor Relations Act or other law. With prior approval, personal email accounts may be 
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used for communications in the event the security of The Town of Brewster email system is 
compromised.  
 
Spam 
Sending abusive, unwanted, or harassing email of any kind using a Town of Brewster email 
account is prohibited, except in limited circumstances where such activity is permitted or protected 
by law.  
 
Copyright Issues 
Employees may not use Town of Brewster’s Internet system to violate the copyright protection of 
materials belonging to entities other than this organization. Please note that non-adherence to 
this policy puts the organization in serious legal jeopardy and opens the organization up to 
significant lawsuits and public embarrassment. All employees obtaining access to other 
organization’s or individuals’ materials must respect all copyrights and may not copy, retrieve, 
modify, or forward copyrighted materials, except with permission. Failure to observe copyright or 
license agreements may result in disciplinary action up to and including termination.  
 
Employees are additionally prohibited from copying, retrieving, modifying, or forwarding 
copyrighted and other protected materials belonging to Town of Brewster for non-business 
purposes except where expressly authorized to do so or where limited use of such information is 
protected by law. Under all circumstances, employees must comply with applicable copyright and 
other similar intellectual property laws. If there are questions or concerns regarding the protected 
status of any piece of information, the employee should consult his/her supervisor.  
 
Monitoring 
Town of Brewster routinely monitors usage patterns in its Internet communications for legitimate 
business purposes which include cost analysis, security, bandwidth allocation, and the general 
management of the organization’s gateway to the Internet. All messages created, sent, or 
retrieved over the organization’s Internet are the property of the organization and should be 
considered public information. In the event that reasonable suspicion exists that sensitive, 
confidential, or proprietary information belonging to the organization has been downloaded or 
transferred from Town of Brewster’s email system to an employee’s personal email account, any 
related emails within the employee’s personal email account may also be subject to limited 
monitoring or auditing by the organization in order to prevent unlawful use of intellectual property, 
to assess the degree of any resulting potential data breach, or as part of any related legal 
proceedings. 
 
Town of Brewster reserves the right to access and monitor the content of all messages and files 
on the organization’s Internet system at any time in the future with or without notice. Employees 
should not assume electronic communications via Town of Brewster’s email system are private 
and should transmit personal confidential data in other ways. Emails are also considered public 
records under the Massachusetts Public Records Laws and employees should assume that 
anything sent using the Town of Brewster’s email system will be subject to monitoring and 
disclosure.  
 
Retention 
Organization communications of any kind typically need to be retained the same as any other 
document. Certain email communications may be subject to specific requirements as per the 
Massachusetts Municipal Public Records Retention Schedule depending on the subject or 
purpose of the email. 
 
All emails deleted from an employee’s email inbox are still saved on the Town of Brewster email 
archive server and retained.  
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Email Attachments 
Attachments with the following file extensions are prohibited, as they are potential security and 
virus threats: 
 

.bat Batch processing file used to execute system commands or programs. 

.com Windows command files. 

.cpl Control panel extension. 

.exe Windows binary executable files. 

.js Java script files. 

.ocx Object linking and embedding control. 

.pif Program information file used to tell Windows how to run non-Windows 
applications. 

.scr Screen saver programs; may include binary code. 

.sys System configuration files. 

.vb Visual Basic script files. 

 
There is also a limit of 25 MB of attachments for any email message. Employees should contact 
the IT Helpdesk if there is a need to transfer more than 25 MB of files at any one time. 
 
 
 

INFORMATION SECURITY POLICY 
 
Overview 
 
Purpose 
The purpose of this policy is to describe Town of Brewster’s commitment, and the commitment of 
its management, to preserving the confidentiality, integrity, authenticity, and reliability of business-
related information and personal information in the possession or control of the company and/or 
any of its employees, agents, contractors, subsidiaries, or affiliates, through the establishment of 
a comprehensive information security program.  
 

Scope 
This policy applies to employees, elected or appointed officials, contractors, consultants, 
volunteers, temporary and other workers at Town of Brewster. This policy applies to all equipment 
that is owned or leased by, or otherwise in the custody or control of the Town of Brewster.  
 
This policy applies to the use of all information, electronic and computing devices, and network 
resources used by Town of Brewster to conduct business or interact with internal networks and 
business systems, whether owned or leased by, or otherwise in the custody or control of, Town 
of Brewster, the employee, a subsidiary, or a third party.  
 
Definitions 
Information Security: As used in this Policy, information security means the preservation of the 
confidentiality, integrity, authenticity, and reliability of information through safeguards designed to 
protect against any unauthorized access, use, modification, or disclosure.  
 
Policy 
Town of Brewster recognize the importance of managing information security risk across all levels 
of the organization in a manner that aligns with organizational principles, goals, and business 
continuity and processes. Executive management will set the organization’s risk tolerance and 
implement policies and procedures that effectuate the organization’s information security interests 
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and align with its risk appetite. Accordingly, policies and procedures will be enacted that address 
the following:  
 

1. Management of all user IDs and passwords on IT Assets; 
2. Management of all access control lists on all IT Assets;  
3. Execution and review of all audit trails;  
4. Incident response and reporting; and  
5. All other tasks necessary to support this Policy. 

 
The Town may enact additional policies and procedures in its discretion in order to provide the 
appropriate level of protection to business-related information in the possession or control of the 
Town and/or any of its employees, agents, contractors, subsidiaries, or affiliates.  
 
Framework of Town of Brewster’s Information Security Program 
 
In order to effectively manage risk to information security, Town of Brewster will provide for the 
following safeguards: 
 

1. Access control and user authentication management. Physical and technological access 
control will be implemented to provide only authorized users with access to sensitive 
business information, systems, and networks for legitimate business purposes.  
 

2. System and network monitoring. All systems and networks will be monitored through 
review of access logs, activity logs, fault logs, and privileged operations in order to detect 
any suspicious activity that could signal internal abuse of access rights or the presence of 
an intruder.  
 

3. Ongoing assessment of information security risk. Risk assessments will be conducted to 
identify newly developed or developing vulnerabilities in systems and networks and to 
determine what modifications if any should be made to existing information security 
safeguards. As part of such assessments, information classifications shall be reviewed to 
ensure such classes are appropriate for the level of risk associated with the information.  
 

4. Employee training and awareness. All employees will be trained on basic information 
security such as recognition of social engineering schemes (e.g., phishing and spear 
phishing), ransomware, authorized uses and disclosures of information, and proper 
transmission, storage, and disposal/destruction of data. Employees will be responsible to 
secure transmission and storage of sensitive data through encryption or other appropriate 
means where required by data class or law.  

 
5. Compliance with legal obligations. The information security program will provide an 

awareness of and comply with federal and state laws and contractual obligations including 
those related to protection of personal information.  
 

6. Vendor Management. Whenever confidential or sensitive data is released to entities 
outside of the organization, and a legitimate business reason exists for releasing the 
information, a written Non-Disclosure Agreement (NDA), requiring the data recipient's 
agreement to maintain that data in confidence and restrict its use and dissemination, will 
be obtained before disclosing the data. Ongoing assessment of vendor relationships and 
vendor compliance with existing NDA’s and other agreements will be conducted by the 
relevant vendor owners.  
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7. Information security incident preparedness. Detailed procedures will be in place to 
manage and direct the organization’s response to an information security incident 
including designation of an Incident Response Team and the role of each team member. 
 

8. Business Continuity Plan. Information security will be coordinated to effectuate and further 
the goals of the organization’s business continuity plan.  
 

9. Sanctions for violations. Appropriate warnings or disciplinary action will be brought against 
any employee, agent, contractor, or affiliate of the organization who violates the terms of 
any of the organizations information security policies, including possible termination of 
employment or expulsion from the organization’s premises.  

 
Additional safeguards may be necessary to protect assets of greater criticality, or where, after 
conducting a risk assessment, it is determined that the current information security program is 
insufficient to protect the organization’s information, systems, and/or networks commensurate 
with the organization’s risk tolerance. 
 
Information Security Roles and Responsibilities 
 
Information Security will be primarily managed by Town of Brewster’s Information Technology 
personnel. Individual department managers will be responsible for ensuring that employees within 
their departments are complying with Town of Brewster information security policies and 
procedures. Responsibilities of those in information security roles will include: 
 

1. Fostering an organizational climate where information security is prioritized and 
considered in the context of business continuity and objectives. 
 

2. Defining the security requirements, controls and mechanisms applicable to all covered 
data. 

 
3. Defining the methods and guidelines used to identify and classify all covered data. 

 
4. Defining the procedures for identifying data owners for all covered data. 

 
5. Defining the labeling requirements for all covered data. 

 
6. Defining all other data security usage, processing, transmission, storage and disposal 

processes and procedures. 
 

7. Assisting department managers and supervisors to better understand how information 
security risks associated with their systems translate to organization-wide risk. 
 

8. Providing ongoing assessment of the risk to the organization’s information, systems, and 
networks.  
 

9. Monitoring the organization’s systems and networks for questionable activity.  
 

10. Defining the procedures necessary to ensure compliance to this policy by all organization 
users and vendors. 
 

11. Ensuring Town Administration remains apprised of the organization’s information security 
posture and any developing risks. 
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12. Assisting in the Town’s ongoing compliance with state and federal law and other legal 
obligations. 
 

13. Working with other Incident Response Team members to respond to, contain, and 
eradicate information security incidents. 
 
 

 
ACCEPTABLE IT EQUIPMENT USE 

 
 
Overview 
 
Effective information security requires the support and participation of all employees and affiliates 
of Town of Brewster who deal with company information and/or information systems. All computer 
users within the Town are responsible for reading and following the guidelines set forth below.  
 
Purpose 
This policy describes the acceptable use of Town of Brewster’s computer equipment. By 
complying with the directives set forth below, employees help to protect Town of Brewster from 
risk of malware attacks, compromise of network systems and services, and legal liability.  
 
Scope 
This policy applies to employees, contractors, consultants, elected or appointed officials, 
volunteers, temporary and other workers at Town of Brewster, and all personnel affiliated with 
company subsidiaries or third parties. This policy applies to all equipment that is owned or leased 
by, or otherwise in the custody or control of the Town of Brewster.  
 
This policy applies to the use of all information, electronic and computing devices, and network 
resources used by the Town of Brewster to conduct business or interact with internal networks 
and business systems, whether owned or leased by, or otherwise in the custody or control of, 
Town of Brewster, the employee, a subsidiary, or a third party.  
 
Policy 
 
All employees, contractors, consultants, elected or appointed officials, volunteers, temporary and 
other workers at Town of Brewster, are responsible for exercising good judgment regarding 
appropriate and reasonable use of information, electronic devices, and network resources in a 
manner that complies with Town of Brewster’s policies and procedures, and local laws and 
regulations.  
 
General Use and Ownership  
1. Town of Brewster’s proprietary information created and/or stored on electronic and computing 
devices whether owned or leased by, or otherwise in the custody or control of, Town of Brewster, 
the employee, or a third party, remains the sole property of Town of Brewster.  
 
2. Employees have a responsibility to promptly report the theft, loss or unauthorized disclosure of 
Town of Brewster proprietary or confidential information such as legally protected private 
information involving citizens or employees.  
 
3. Employees may access, use or share private information in the Town of Brewster’s custody, 
only to the extent it is authorized and necessary to fulfill their assigned job duties or in limited 
circumstances where such access, use, or disclosure is protected under the National Labor 
Relations Act and is compliant with applicable laws. 
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4. All employees are responsible for exercising good judgment regarding the reasonableness of 
their personal use. Individual departments are responsible for creating their own guidelines 
concerning personal use of Internet/Intranet/Extranet systems. In the absence of such guidelines, 
employees should consult their supervisor or manager.  
 
5. Information considered sensitive or vulnerable may be encrypted. Such information includes 
but is not limited to employee personal information, private citizen or taxpayer information, and 
Town of Brewster confidential information. 
 
6. In order to maintain the security and integrity of Town systems and networks, authorized 
individuals within Town of Brewster may monitor electronic and computing equipment, systems, 
and network traffic at any time.  
 
7. Town of Brewster reserves the right to audit all electronic and computing equipment, networks, 
and systems on a periodic basis to ensure compliance with this policy.  
 
8. Employees and users of Town of Brewster equipment are expected to take charge of their own 
training by attending in-house classes provided by the IT department and reviewing and becoming 
familiar with software documentation. 
 
9. Nothing in this policy shall be construed to interfere with releasing information to the public as 
required by the Open Meeting Law or Massachusetts Public Records Laws. 
 
 
Security and Proprietary Information  
1. Mobile and computing devices that connect to the internal network will be limited to the 
minimum access necessary to conduct business in order to protect Town of Brewster’s sensitive, 
proprietary, or confidential information from potential compromise. However, nothing in this 
paragraph shall be construed to interfere with or restrict employee rights under the National Labor 
Relations Act.  

 

2. All system level and user level passwords must comply with the security requirements of the 
Access Control Policy. Employees are prohibited from providing any other individual access to 
company networks and systems, either intentionally or through failure to take reasonable steps 
to secure their access.  

 

3. All computing devices shall be secured with a password-protected screensaver that activates 
automatically after 10 minutes or less. Employees must manually lock the screen or log off when 
leaving their computing device unattended.  

 
4. Employees must use extreme caution and comply with the safeguards in Town of Brewster’s 
Email Policy when opening e-mail attachments received from unknown senders, which may 
contain malware.  
 
5. Employees must safeguard all Town of Brewster equipment assigned to their exclusive or 
shared use, and all Town of Brewster equipment within their work area. 
 
6. Employees traveling with Town of Brewster laptop computers must always carry them in carry-
on baggage and not in checked baggage. 
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Unacceptable Use  
The following activities are prohibited. Employees may be exempted from certain restrictions 
where required to engage in legitimate job responsibilities (e.g., systems administration staff may 
need to engage in specified restricted activity in order to test company security vulnerabilities or 
to disable the network access of a host if that host is disrupting production services or police may 
need to access inappropriate websites as part of an investigation). Employees may also be 
exempted from specific restrictions in limited circumstances where activities are protected by the 
National Labor Relations Act.  
 
Employees are prohibited from engaging in any activity that is illegal under local, state, federal or 
international law while utilizing Town of Brewster-owned resources.  
 
The lists below are not exhaustive, but attempt to provide guidance on what activities fall into the 
category of unacceptable use.  
 
System and Network Activities  
 
The following activities are strictly prohibited:  
 
1. Violating the rights of any person or company protected by copyright, trade secret, patent or 
other intellectual property laws and regulations, including, but not limited to, installing or 
distributing "pirated" or other software products for which the Town of Brewster lacks an 
appropriate license.  
 
2. Unauthorized and unlawful reproduction of materials protected by copyright including activities 
such as digitization and distribution of photographs from magazines, books, online databases, or 
other similar copyrighted sources, copyrighted music, and the installation of any copyright 
protected software for which Town of Brewster or other end user lacks a valid license.  
 
3. Accessing data, a server or an account for any purpose other than conducting Town of Brewster 
business or for limited activities protected by the National Labor Relations Act, such as union 
organizing or other protected concerted activities.  

4. Exporting technical information, software, or encryption software or technology, in a manner 
prohibited by international or regional export control laws. Employees should consult 
management prior to exporting any material that is in question.  

5. Introducing malicious programs into company networks or servers (e.g., viruses, worms, Trojan 
horses, e-mail bombs, suspicious packers, etc.).  

6. Disclosing account passwords to others or allowing others to access and use your account in 
any manner. This includes access or use by family and other household members when working 
from home.  

7. Using a Town of Brewster computing device to procure or transmit material that is in violation 
of the organization’s anti-discrimination and harassment policies and state and federal laws. 

8. Using any Town of Brewster account to make fraudulent offers of products, goods, or services.  

9. Making statements about warranty, expressly or implied, of any product, good, or service 
unless such statements are part of legitimate job duties.  

10. Effecting security breaches or disruptions of network communication or services. Security 
breaches include, but are not limited to, accessing data of which the employee is not an intended 
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recipient or logging into a server or account that the employee is not expressly authorized to 
access, unless such activities are within the scope of regular business duties or otherwise 
permitted by law. For purposes of this section, "disruption" includes, but is not limited to, bulk 
email or spam, denial of service, packet spoofing, network sniffing, pinged floods, and forged 
routing information for malicious purposes.  

11. Using any form of network monitoring that intercepts data not intended for the employee's 
host, unless this activity is a part of legitimate job duties.  

12. Bypassing user authentication and/or security of any host electronic or computer device, 
network, or account owned by Town of Brewster.  

13. Disabling anti-virus software on workstations or devices. 
 
14. Interfering with or denying service to another user’s host (for example, denial of service 
attack).  

15. Sending any messages such as programs, scripts, or commands with the intent to cause 
interference of, or disable, a user's terminal session, by any means, whether locally or via the 
Internet/Intranet/Extranet.  
 
16. Disclosing information about, or lists of Town of Brewster’s employees to customers, 
competitors, or other similar parties outside of Town of Brewster. 
 
17. Hacking systems and databases or acting to disrupt systems or cause unnecessary network 
congestion or application delays. 
 
18. Using remote control or remote access software on any internal or external host personal 
computers or systems not specifically set up by the IT staff. 
 
19. Using Town of Brewster equipment for personal profit, political fundraising, gambling activity, 
non-business-related instant messaging or chat room discussions, or downloading or displaying 
of offensive material, unless such fundraising or messaging activity is for the limited purpose of 
exercising employee rights under the National Labor Relations Act, such as union organizing or 
other protected concerted activity.  
 
20. Browsing pornographic, offensive, or otherwise undesired and questionable sites on the 
internet which may result in introduction of malicious programs into the company’s network or 
server.  
 
Email and Communication Activities  
Employees are perceived to represent the Town when they use Town resources to access the 
Internet. To avoid confusion, during online communications unrelated to legitimate work 
responsibilities, whenever employees state an affiliation to the Town of Brewster, they are 
encouraged to clearly indicate the following: "I do not represent the Town in any manner. Any 
opinions expressed on this matter are my own and not necessarily those of the Town". However, 
such disclosure is not required for limited communications protected by the National Labor 
Relations Act. Questions concerning such disclosures should be addressed to the IT Department 
or Town Administrator’s Office.  
 
The following email activities are strictly prohibited:  
 
1. Sending unsolicited email messages, including the sending of "junk mail" or other advertising 
material to individuals who did not specifically request such material (email spam), except in 
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limited circumstances where such communication is protected by the National Labor Relations 
Act, such as union organizing or other protected concerted activity.  

2. Any form of unlawful harassment via email, telephone or texting, whether perceived as 
harassment through language, frequency, or size of messages.  

3. Unauthorized use, misappropriation, or forging of information in email headers. 

 4. Solicitation of emails for another email address, other than that of the poster's account, with 
the intent to unlawfully harass or collect replies.  

5. Creating or forwarding harassing and unwanted "chain letters", "Ponzi", or other "pyramid" 
schemes of any type regardless of content, sources, or destinations. Nothing in this paragraph 
will be construed to limit employees from engaging in legitimate protected concerted activity under 
the National Labor Relations Act. 

6. Posting Town of Brewster proprietary or confidential information to external newsgroups, 
bulletin boards, or other public forums without authority.  

7. Any use of unsolicited emails obtained from within Town of Brewster's networks that were sent 
by other Internet/Intranet/Extranet service providers on behalf of, or to advertise, services hosted 
by Town of Brewster or connected via Town of Brewster's network.  

8. Posting non-business-related messages to large numbers of Usenet newsgroups (newsgroup 
spam) or other similar abusive tactics.  
 
Blogging  
 
1. Blogging by employees, whether using Town of Brewster’s property and systems or personal 
computer systems, when used to carry out job responsibilities, is also subject to the terms and 
restrictions set forth in this Policy. Limited and occasional use of Town of Brewster’s systems to 
engage in blogging related to legitimate job-related responsibilities is acceptable, provided that it 
is done in a professional and responsible manner, does not otherwise violate Town of Brewster’s 
policy, is not detrimental to Town of Brewster’s best interests or image, and does not interfere 
with an employee's regular work duties. However, nothing in this paragraph shall be construed to 
limit employees’ rights to discuss the terms and conditions of their employment or to engage in 
other legitimate protected concerted activities under the National Labor Relations Act. Employees 
should also note that blogging from Town of Brewster’s systems is subject to monitoring.  
 
2. Employees shall not engage in any blogging whether during the course of business duties or 
after working hours that unlawfully defames or maligns the image, reputation and/or goodwill of 
Town of Brewster and/or any of its employees. Employees are also prohibited from making any 
discriminatory, disparaging, defamatory, harassing, or otherwise unlawful comments when 
blogging, or otherwise engaging in any conduct prohibited by Town of Brewster’s Anti-
Discrimination and Harassment policy. 
 
3. Employees may not hold themselves out as representatives of the company or attribute 
personal statements, opinions or beliefs to Town of Brewster when engaged in blogging or posting 
to newsgroups, or other social media. If an employee expresses his or her beliefs and/or opinions 
in blogs or social media posts, the employee is encouraged to disclose the following: "I do not 
represent the town government in any manner. Any opinions expressed on this matter are my 
own and not necessarily those of the town government". However, where engaging in limited 
activity protected by the National Labor Relations Act, such as discussing terms and conditions 
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of employment, employees need not provide such disclosure. Employees who engage in blogging 
outside the scope of their job duties assume any and all associated risk.  
 
4. Employees are prohibited from revealing any Town of Brewster confidential or proprietary 
information, or any other material designated as confidential when engaged in blogging.  
 
5. In addition to following all laws pertaining to the handling and disclosure of copyrighted or export 
controlled materials, Town of Brewster’s trademarks, logos and any other Town of Brewster 
intellectual property may also not be used in connection with any blogging activity except in limited 
circumstances where such use is protected by the National Labor Relations Act. In all 
circumstances, employees must comply with all applicable copyright, trademark, and other similar 
intellectual property laws. 
 
(See also policy #55-Social Media Use and #56-Facebook Policy) 

 
Policy Compliance  
 
Compliance Measurement  
Compliance with these policies will be verified by the Town of Brewster through various methods, 
including but not limited to, business tool reports, internal and external audits, and feedback to 
the IT Department and Town Manager.  
 
Exceptions  
Any exception to these policies must be approved by the Select Board or Town Administrator in 
advance.  
 
Non-Compliance  
An employee found to have violated these policies may be subject to disciplinary action, up to 
and including termination of employment.  
 
 
 
 
Approved by the Brewster Select Board on September 26, 2022 
 
 
 
____________________________    _____________________________ 
           David Whitney, Chair                       Edward Chatelain, Vice Chair 
 
 
 
____________________________    _____________________________ 
           Kari Hoffmann, Clerk                                   Mary Chaffee 
 
 
 
    _____________________________ 
      Cynthia Bingham 
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Town of Brewster 
2198 Main Street  

Brewster, MA 02631-1898  

Phone: (508) 896-3701  

Fax: (508) 896-8089 

Office of: 

Select Board 

Town Administrator 

                                   Policy no. 45 
Date adopted:12/16/13 

Amended: 06/10/22 
                                          

REMOTE PARTICIPATION POLICY 

Minimum Requirements for Remote Participation 

(a) Members of a public body who participate remotely and all persons present at 
the meeting location shall be clearly audible to each other; 

(b) A quorum of the body, including the chair or, in the chair's absence, the 
person 

authorized to chair the meeting, shall be physically present at the meeting location, 
as required by M.G.L. c. 30A, sec 20(d); 

(c) Members of public bodies who participate remotely may vote and shall not be 
deemed absent for the purposes of M.G.L. c. 39, sec. 23D. 

The All Citizens Access Committee shall be exempt from these provisions. 

Since Brewster has adopted the provisions of 940 CMR 29.10(2), a member of a public 
body shall be permitted to participate remotely in a meeting, in accordance with the 
procedures described in 940 CMR 29.10(7), if the chair or, in the chair's absence, the 
person chairing the meeting, determines that the member's physical attendance would 
be unreasonably difficult. The chair shall be responsible for ensuring that a quorum is 
physically present at the meeting location. Members should not select a chair that 
regularly expects to participate remotely. 

Frequency of Remote Participation 
 

(a) Individual members of any public body shall be permitted to participate 
remotely in meetings but must be physically present for at least 50% of 
meetings of that public body in a given fiscal year.  Members of regulatory 
boards (Planning Zoning Board of Appeals, Board of Health, Conservation 
Commission, Historic District Committee, and Select Board) must be physically 
present for at least 75% of meetings of that public body in a given fiscal year.   
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(b) The Town will strive to provide opportunities for both in-person and remote 
participation at Board and Committee meetings to the greatest extent 
practicable. 
 

(c) All board and committee meetings will be broadcast on BGTV Channel 18 
and/or livestreamed on the Town website to the greatest extent practicable. 

 

Technology 

(a) Remote participants shall use video conferencing media (ie. Zoom).   

(b) When video technology is in use, the remote participant shall be clearly 
visible to all persons present in the meeting location. 

(c) The chair or, in the chair's absence, the person chairing the meeting, may 
decide how to address technical difficulties that arise as a result of utilizing remote 
participation, but is encouraged, wherever possible, to suspend discussion while 
reasonable efforts are made to correct any problem that interferes with a remote 
participant's ability to hear or be heard clearly by all persons present at the 
meeting location. If technical difficulties result in a remote participant being 
disconnected from the meeting, that fact and the time at which the disconnection 
occurred shall be noted in the meeting minutes. 

Procedures for Remote Participation 

(a) Any member of a public body who wishes to participate remotely shall, as 
soon as reasonably possible prior to a meeting, notify the chair or, in the 
chair's absence, the person chairing the meeting, of his or her desire to do so 
and the reason for and facts supporting his or her request. 

(b) At the start of the meeting, the chair shall announce the name of any member 
who will be participating remotely. This information shall also be recorded in the 
meeting minutes. 

(c) All votes taken during any meeting in which a member participates remotely 
shall be by roll call vote. 

(d) A member participating remotely may participate in an executive session, but 
shall state at the start of any such session that no other person is present and/or 
able to hear the discussion at the remote location, unless presence of that 
person is approved by a simple majority vote of the public body. 

(e) When feasible, the chair or, in the chair's absence, the person chairing the 
meeting, shall distribute to remote participants, in advance of the meeting, 
copies of any documents or exhibits that he or she reasonably anticipates will 
be used during the meeting. If used during the meeting, such documents shall 
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be part of the official record of the meeting, and shall be listed in the meeting 
minutes and retained in accordance with M.G.L. c. 30A, sec.  22. 

 
Approved by the Brewster Select Board on _______________________ 
 
 

___________________________  ___________________________ 
David Whitney, Chair     Ned Chatelain, Vice Chair 

 
___________________________  ___________________________ 

Kari Hoffmann, Clerk     Mary Chaffee 
 

___________________________ 
Cindy Bingham 

June 13, 2022
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Town of Brewster Social Media Employee & Volunteer Participation & Use Policy 

This document formalizes the policy for employees that are managers, non-union 

employees and contractors (“users”) within the Town of Brewster on the use of social 

media sites. “Social media sites” refers to websites that facilitate user participation, 

networking, and collaboration through the submission of user generated content. Social 

media in general includes tools such as: blogs, wikis, microblogging sites, such as 

Twitter™; social networking sites, such as Facebook and LinkedIn™; video sharing sites, 

such as YouTube™; and bookmarking sites such as Del.icio.us™.  

It is the responsibility of any person subject to this policy that uses a social media to read, 

understand, and follow this policy. In addition, users are expected to exercise reasonable 

judgment in interpreting this policy and in making decisions about the use of social media 

identities. Any person with questions regarding the application or meaning of this policy 

should seek clarification from appropriate management. Failure to observe this policy 

may subject individuals to disciplinary action, including termination of employment. 

The Town of Brewster may use new social media outlets to communicate with citizens. A 

social media identity is a specific user identity that has been registered on a third party 

social media site and is associated with the Town, a town Department or, an official at the 

Town, or a designated employee. Government social media sites or identities typically 

provide forums for commentary or news on topics related to the government agency that 

hosts the social media site or has secured the social media identity. A typical social media 

site (whether hosted by the Town or a third party) combines text, images, and links to 

other websites including blogs, wikis, and other media related to the topic and enables 

readers to leave comments in an interactive format.  

This document outlines the policy for Brewster employees’ conduct while contributing to 

or moderating this Agency’s social media sites or providing comments or updates to the 

Agency’s social media identities. 

In addition to the topics addressed here, social media content must be in compliance with 

the Brewster’s relevant policies, including its harassment and discrimination policies, 

confidentiality policies, ethics rules, code of conduct, and other policies. 

Social media Guidelines 

Creating a new social media site. Contact the Town of Brewster Information 

Technology department before creating any social media website to confirm that the site 

and hosting service adheres to applicable local, state, and federal policies and laws. No 

social media site shall be launched until an official and customized user policy for the 

social media site is written and approved by the selectmen. This policy must be posted on 

the social media site at launch.  

Create a separate account at the social media outlet for official business using your 

official town email address. To avoid confusion between personal and official 
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communications and protect personal privacy, town employees contributing to social 

media sites should not use their personal account if any at that site. 

Considerations When Speaking on Behalf of the Town. Identify yourself—name and, 

when relevant, role at the town—when you discuss agency or agency-related matters on 

your agency social media website or in connection with the town’s social media identity. 

Write in the first person. It is important to make clear when you are speaking for yourself, 

and when you are speaking on behalf of the town. Only speak on behalf of the town when 

your commentary is based on the law governing your town, or on the town’s explicit 

written standards, policies, and practices, or you have received prior permission from 

your supervisor to address a particular topic in a particular way. When faced with an 

ambiguous question on a social media site, make clear, as you would if speaking in 

person or over the phone, that you are offering your opinion on a matter, not the town 

official position.   

Understand Users’ First Amendment Rights. Although the Town of Brewster can 

moderate the social media sites that accept comments from the public (such as blogs and 

wikis) to restrict speech that is obscene, threatening, discriminatory, harassing, or off 

topic, we cannot use the moderation function to restrict speech with which the Town 

merely disagrees (i.e. subject matter restrictions). Users have some First Amendment 

rights in posting content to public social media. Moderators must respect those rights by 

posting all comments other than those excluded for specific legitimate reasons, such as 

those identified in the Website Use and Social Media Use policies 

Do Not Comment on Social Media Sites about Town Business Outside the Town’s  

Social Media Sites or Identities. Do not publish content to any website outside of the 

town’s website or social media sites that has to do with town-related matters.  

Respect Copyright Law. Brewster social media participants must abide by laws 

governing copyright and fair use of copyrighted material owned by others. Never reprint 

whole articles or publications without first receiving written permission from the 

publication owner. Never quote more than a short excerpt of someone else’s work and, if 

possible, provide a link to the original.  

Protect Confidential Information. Don't provide your agency’s confidential 

information. Never post legally protected personal information that you have obtained 

from your agency (e.g., information that is not public record under the Public Records 

Law, Mass. Gen. L. ch. 66, sec. 10 or whose dissemination is restricted under the 

Commonwealth’s Privacy Act, Mass. Gen. L. ch. 66A, Executive Order 504, or under 

other Federal or State privacy laws or regulations). Ask permission to publish or report 

on conversations that occur within your agency. Never post information about policies or 

plans that have not been finalized by your agency, unless you have received explicit 

permission from your supervisor to post draft policies or plans on the agency social 

media for public comment.  

Open Meeting Law Implications. Members of town committees are cautioned that 

participation in any social media site may be subject to the Massachusetts Open Meeting 



Law. The Open Meetings Law applies to meetings of governmental bodies in which a 

quorum of the body convenes to deliberate on any public business or policy within its 

jurisdiction. The terms meeting, governmental body, deliberation, and quorum are 

specifically defined in the Open Meetings Law. M.G.L. c. 39, §23A. As a guiding 

principle, deliberations will have ensued when a “quorum knows what a quorum thinks”, 

regardless of the forum of communications. Thus, a series of individual postings on a 

social media site which cumulatively convey the position of a quorum of the 

governmental body regarding a subject within its jurisdiction could constitute 

deliberations and in turn violate the requirements of the Open Meetings Law. This applies 

to official and unofficial use of social media sites including blogs, message boards, email, 

and email listservs. 

Personal Use of Social Media outside of Work. Employee’s personal use must not be 

attributable to the agency or employee’s job function at agency. While an employee’s use 

and comments made at social media sites are subject to First Amendment protections, as 

well as permissible restrictions, any personal use made of social media sites outside of 

work must not be attributable to the agency or the employee’s job function at the agency. 

For example, personal use of such sites should be done with a separate personal account 

and must not refer to or enable other users at the site to clearly identify the posting 

employee’s job title or role at the agency, and must not disclose or refer to the work of 

the agency, or its issues, plans, activities, or meetings.  



Town of Brewster Facebook Policy 

Purpose of the Town of Brewster Facebook Pages:  

The purpose of Town of Brewster Facebook pages is to facilitate an ongoing dialogue 

between the public and the Town of Brewster. We encourage your comments, ideas and 

concerns and hope that you will find the information here helpful in understanding what 

your government is doing and what you can do to help. This may be a moderated site, 

thus comments may be reviewed for compliance with our policies. We recognize that the 

web is a 24/7 medium, and your comments are welcome at any time. However, given the 

need to manage resources, in those cases where the site is moderated, the moderating and 

posting of comments will occur during regular business hours Monday through Friday. 

Comments submitted after hours or on weekends will be reviewed as early as possible; in 

most cases, this means the next business day.  

This is a place for collecting suggestions and new ideas and to encourage conversations 

between and among citizens and their government, not a substitute channel for services or 

general questions.  

Do not submit unsolicited proposals, or other business ideas or inquiries to this site. This 

site is not to be used for contracting or commercial business.  

This Facebook page may not be used for the submission of any claim, demand, informal 

or formal complaint, or any other form of legal and/or administrative notice or process, or 

for the exhaustion of any legal and/or administrative remedy.  

This Facebook page is not to be used to report criminal activity. If you have information 

for law enforcement, please contact your local police agency.  

Comment Policy  

We expect conversations to follow the rules of polite discourse and we ask that 

participants treat each other, as well as our employees, with respect. The following 

comments may be removed:  

 Profanity and vulgar or abusive language  

 Threats of physical or bodily harm  

 Sensitive information (for example, information that could compromise public 

safety)  

 Offensive terms that target protected classes, such as ethnic, racial sexual 

orientation, transgendered, or religious groups.  

 Personal information 

emawn
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For the benefit of robust discussion, we ask that comments remain "on-topic." This 

means that comments must relate to the topic that is being discussed within the Facebook 

Page. Comments will not be posted that include:  

 Off-topic comments (If you have off-topic comments that are relevant to the 

agency, please email them to brewrec@town.brewster.ma.us.)  

 Questions from the media  

 Identical posts by the same user (please don't submit over and over expecting the 

post to show up faster) or multiple users (a group of people sending identical 

messages or one person submitting under different aliases). In the case of 

identical posts, the agency may only post the first submission.  

Third Party Terms of User, Privacy, and Security Policies  

The technology supporting this site is provided by Facebook, a commercial internet 

service not controlled by or connected to the Town of Brewster, MA and this site is 

subject to website policies of that provider including its Privacy Policy 

http://www.facebook.com/policy.php and Terms of Use 

http://www.facebook.com/terms.php The Town of Brewster has no control over 

Facebook’s terms of service, privacy policy, advertising policy, appearances of 

advertising, or postings on other sections of Facebook’s internet services. 

To protect your own privacy and the privacy of others, please do not include personally 

identifiable information, such as social security number, phone numbers or email 

addresses in the body of your comment. If you do voluntarily include personally 

identifiable information in your comment, your comment may be from the Facebook 

page. If your comment remains posted, your name will not be redacted or removed. 

Information retained by Facebook is not under the control of the Town of Brewster and 

users should familiarize themselves with Facebook’s policies before they choose to 

participate. 

Intellectual Property 

Comments provided on pages is licensed under a Creative Commons Attribution 3.0 

License. Content includes all materials posted by the Town of Brewster. In addition, 

visitors to these pages agree to grant a non-exclusive, irrevocable, royalty-free license to 

the rest of the world for their submissions to this site under the Creative Commons 

Attribution 3.0 License. A copy of this license is available online at 

http://creativecommons.org/licenses. 

 

Record Retention Law 

Please note, that the Records Retention Law of the Commonwealth requires the Town of 

Brewster to preserve records created or received by a town employee.  Pursuant to this 

http://www.facebook.com/policy.php
http://www.facebook.com/terms.php
http://creativecommons.org/licenses


retention requirement comments posted or messages received via an official municipal 

page on a third-party website (such as an official department page on a social media 

network) will be treated as governmental records and may be permanently archived.  

Information that you submit voluntarily through social media sites associated with this 

department where such information is publicly available, including your name, city or 

town, and the substance of anything that you post may be disseminated further by being 

posted online at this website or be publicly discussed by a member of the administration. 
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TOWN OF BREWSTER 
POLICY NO. 60 

MUNICIPAL DRINKING WATER ACCESS AND  
SINGLE-USE PLASTIC BOTTLE POLICY 

The Select Board of the Town of Brewster, acting pursuant to the authority set 
forth in Massachusetts General Laws, Chapters 40 and 41, and Town of Brewster 
bylaws, to protect the health, safety and environment of the community, hereby adopts 
the following Policy pertaining to use of single-use plastic bottles by the Town on Town 
property. 

A. Purpose 
1. The purpose of this Policy is to protect Brewster’s beauty, reduce litter, 

protect the environment for present and future generations, increase the 
availability of drinking water in public areas, encourage municipal use of 
reusable and multiple-use containers rather than single-use plastic bottles 
where their use is for convenience, and increase access to public drinking 
water. 

B. Findings  
1. Whereby, single-use plastic bottles, if not properly recycled, become a burden 

on a community’s solid waste program, its economy, and the environment; 
and 

2. Whereby, the Brewster Recycling Commission was directed by the Select 
Board and Town Meeting voters to study the issue and develop a policy 
aimed at reducing the Town’s use of single-use bottles; and 

3. Whereby, certain uses of single-use plastic water bottles, in particular, are 
reasonable when properly recycled; and 

4. Whereby, the Brewster Recycling Commission studied current uses of all 
single-use plastic bottles on Town property and identified opportunities to 
reduce single-use plastic bottle use; and 

5. Whereby, providing access to tap water should be offered as an alternative to 
bottled water, in particular;  

6. Now therefore, to continue Brewster’s long record of environmental 
stewardship, the Brewster Select Board hereby adopts the following 
Regulations. 

C. Definitions 
1. Single-use plastic bottle: Shall mean a formed or molded container comprised 

predominantly of plastic resin not intended for re-use. 

2. Town: Shall mean Town of Brewster, Massachusetts. 
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3. Municipal or Town personnel: Shall mean persons who are employed,  
appointed or elected to serve the Town of Brewster, volunteers, interns, or 
those who have an employment relationship though contract, lease or permit 
with the Town.  

4. Municipal or Town property: Shall mean municipal buildings or other real 
property, other than public ways, under the care, custody, and control of the 
Town of Brewster.  

D. Regulation 
1. The Town of Brewster and Town personnel are prohibited from purchasing 

with Town funds any beverage in a single-use plastic container after the 
effective date of this policy.

2. This Policy does not restrict personal use by Town personnel.  

E. Enforcement 
1. Enforcement of this Policy shall be the responsibility of the Town 

Administrator or his/her designee. 

F. Suspension of the Policy 
1. If the Town Administrator determines that the cost of implementing and 

enforcing this policy has become unreasonable or otherwise impracticable, in 
his/her sole discretion, then the Town Administrator shall advise the Select 
Board. The Select Board shall then conduct a public hearing to inform the 
citizens of such costs to implement the Policy. Following the public hearing, 
the Select Board may continue this policy in force, modify it or suspend it 
permanently or for such length of time as it may determine. 

G. Exceptions 
1. Single-use plastic bottled beverages may be used on municipal property: 

i. In Fire, Rescue and Police operations to provide water or other plastic-
bottled beverages to those needing emergency or medical services or 
Town personnel and others providing such services. 

ii. In given situations to protect the public health, safety, and welfare, and 
no reasonable alternative to bottled beverages regulated by this Policy 
will serve the same purpose.  

iii. Sales occurring subsequent to a declaration of an emergency 
adversely affecting the availability and/or quality of drinking water to 
Brewster residents and Town employees or officials, as determined by 
the Town Administrator, or other duly-authorized Town, 
Commonwealth, or United States official shall be exempt from this 
Policy until seven days after such declaration has ended. 

H. New Leases, Permits, and Agreements 
1. All new leases, permits, and other agreements entered into by the Town 

allowing any person or entity to use Town property for purposes that 
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contemplate or would allow the sale or distribution of single-use plastic bottled 
beverages shall comply with this policy. This requirement shall also apply to 
any such permit renewed, extended, or materially amended after the effective 
date of this policy.  

I. Waivers 
1. An entity or individual may request a waiver of this Policy from the Select 

Board if they demonstrate that strict application of the requirement would not 
be feasible, would create an undue hardship or a practical or economic 
difficulty, or that circumstances otherwise warrant granting of the waiver.  

i. Such waiver can only be granted provided the entity applying can 
demonstrate that 90% or more of plastic bottles used are recycled. 

2. The Select Board’s decision to grant a waiver shall be in writing and shall be 
final. 

J. The Town’s Commitment to Providing Public Water 
1. Recognizing that when the availability of single-use plastic bottled water is 

restricted, alternatives should be offered, the Town will encourage Town 
personnel, residents, and visitors to choose reusable containers for personal 
use. 

2. It shall be Town policy to provide access to free tap water in as many public 
areas as possible, to the extent economically feasible and subject to 
authorization for same.  

3. It shall be Town policy that any Town department undertaking a capital 
improvement in a public space shall install water bottle-filling stations, water 
bubblers or other potable water access for public use, if the department finds
that installation is proximate and feasible with the scale and scope of the 
capital improvement, subject to authorization for same. 

4. The Town shall create an inventory of interior water bubblers and undertake a 
study to retrofit units with bottle-filling stations or water bubbler/water bottle-
filling units. 

5. The Town will install water bottle-filling stations at appropriate exterior Town 
property sites as demand requires and funding permits. 

6. The Town will communicate the location of public water bottle-filing stations 
on its website, local cable television, and/or social media. 

7. The Town will educate residents and visitors about the benefits of drinking tap 
water.  

K. Implementation 
1. Nothing in this Policy shall be construed to impair a contract, lease or other 

legally-binding agreement to which the Town of Brewster is a party on the 
effective date of the policy. 

L. Severability 
1. If any provision of this Policy shall be held to be invalid by a court of 

competent jurisdiction, then such provision shall be considered separate and 
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apart from the remaining provisions of this Policy, which shall remain in full 
force and effect. 

M. Effective Date 
1. This policy is effective September 1, 2020. 
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Town of Brewster
2198 Main Street

Brewster, MA 02631
www.brewster-ma.gov
Phone: (508) 896-3701

Email: brewster@brewster-ma.gov

SELECT BOARD LIAISON POLICY
Policy no. 62

Date adopted: July 6, 2020
Amended: ________

A. PURPOSE.  Brewster Select Board members act as liaisons to Town boards, committees, 
and commissions to facilitate effective communication between those groups, the Select 
Board, and Town administration.

B. LIAISON ROLE.  A Select Board Liaison will:
1. Establish a working relationship with the chair of each public body to which they are 

assigned and be available for consultation as needed.
2. Announce board, committee, and commission activities likely to be of interest to the 

public during “Select Board Announcements and Liaison Reports” at Select Board 
meetings.

3. Participate in board, committee, and commission meetings when that participation 
facilitates communication and action, when feasible.

4. Provide guidance to boards, committees, and commissions to facilitate progress on 
activities.

5. Serve as a resource to their assigned boards, committees, and commissions.
6. Inform the Town Administrator of board, committee, or commission issues and 

activities that the Town Administrator should be aware of or engaged in.
7. Not be a voting member of the board, committee, or commission unless so specified. 
8. Speak as an individual Select Board member when participating in board, committee, 

or commission meetings, and not representing the voice of the full Select Board.
9. Be included on the meeting agenda distribution list for the public bodies they are 

assigned to.

C. APPOINTMENTS.
1. Following reorganization of Select Board leadership after an annual Town election, 

the Select Board Chair will make liaison assignments.
2. Select Board members will be invited to request specific assignments and the Chair 

will accommodate requests where possible.
3. When assignments are made, Select Board members are encouraged to contact the 

chair of each assigned group to inform that chair of the liaison assignment.

Approved by the Brewster Select Board July 6, 2020

___________________________ ___________________________
        Mary Chaffee, Chair Benjamin deRuyter, Vice Chair

___________________________ ___________________________
                     Cynthia Bingham, Clerk                  David Whitney

___________________________
Edward Chatelain

Office of:
Select Board and

Town Administrator

Doc ID: 99467a4047b5d4552c735bf847cb784d0ebfe4dc
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Town of Brewster 
2198 Main Street 

Brewster, MA 02631 
www.brewster-ma.gov 
Phone: (508) 896-3701 

Email: townadmin@brewster-ma.gov 

SELECT BOARD POLICY FOR FIRST LIGHT BEACH (RESIDENT ONLY) 

Policy no. 64 
Date adopted: 06/13/22

A. PURPOSE: The Town of Brewster purchased the Cape Cod Sea Camps Bay 
parcel in November 2021. In order to allow residents beach access for the 
2022 season, the Town has created designated parking for up to 50
residents at the Bay Parcel. This will be the Town’s first resident only beach 
and requires regulations that are specific to the former Cape Cod Sea 
Camps property. The Select Board has policy making authority over Town 
beach locations. The Public Beach area includes the beach, parking lot, and 
adjacent dunes and flats. Further, Town Meeting placed this entire property 
under the care, custody, and control of the Select Board.   

B. RULES AND REGULATIONS: 

1. Resident vehicle permits are required for access to resident parking at 
First Light Beach. Vehicles will enter through the main entrance off 
Route 6A and stop at the gate house to verify they have a valid resident 
parking permit. The gate attendant will limit the number of cars that 
are admitted to the maximum capacity of the new parking lot. Once the 
lot has reached capacity, additional vehicles will not be admitted and 
temporary signage to notify residents will be posted on Route 6A.  The 
lot will reopen at the discretion of the gate attendant (ie. not one-for-
one). 

2.  Parking is allowed in designated spaces only with valid resident 
permit. Vehicles must use the designated entrance and exit ways to 
enter and exit the beach. Vehicles are not permitted to park in any 
location other than the designated beach parking lot. Parking is only 
permitted in marked spaces. Parking is prohibited from blocking 
entrances to beach, walkways to beach, and emergency access, 
including on or adjacent to the access roads.  

3.  The beach and parking area will be open from 8am to 8pm. No new 
vehicles will be allowed into the property after 6pm. Vehicles that 
remain in the parking lot after 8pm will be towed at owner’s expense. 

Office of: 
Select Board and 

Town Administrator 

Doc ID: 501a490d961a04e084368ee619d32baa1f1d3958
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4.  Visitors are allowed to enter the property on foot or by bicycle and 
should check in at the gate house. All visitors must exit the property 
by 8pm. Pedestrian and/or bicycle entry may be restricted by 
appropriate Town Agents as needed. 

5.  The entire parcel is not open for public use at this time. Accessing 
and/or using the property, other than the beach and related facilities, 
is prohibited.  Exemptions to these parking and access restrictions 
apply to special events hosted by the Town.   

6.  Spruce Hill access: Visitors accessing First Light Beach from Spruce 
Hill must have a valid parking permit and must park in a designated 
space.  These visitors must use the existing path at Spruce Hill to 
access the beach.   

7.  The Natural Resources Department shall manage kayak racks at First 
Light Beach in a manner consistent with existing Town-wide 
regulations. 

8.  THERE IS NO LIFEGUARD ON DUTY, SWIM AT YOUR OWN RISK. 
Please supervise children at all times within the public beach area, 
including in the water and on the flats.  

9.  Please keep off dune areas. These are areas which are subject to 
erosion from wind, water or traffic. Do not pick or disturb Sea 
Lavender, Beach Grass or other vegetation. Be aware of poison ivy, 
which is abundant. No feeding of waterfowl is allowed. 

10. Per Board of Health Regulation, Smoking is prohibited on all public 
bathing beaches, Town owned parks, playgrounds, playing fields and 
walking trails. 

11. Per Board of Health Regulation, Animals and/or pets are not 
permitted at public ponds, landings beaches and tidal flats and the 
associated parking areas, or in unattended vehicles from May 15 to 
September 15. At all other times, owners are responsible for keeping 
pets leashed and for the removal of animal waste. 

12. The possession and/or consumption of alcoholic beverages is 
prohibited on Town property. It is unlawful for any person to 
consume alcoholic beverages on public highways or in public parking 
places, including vehicles thereon, within the Town of Brewster. 

13. Littering is prohibited. All refuse and recycling must be placed in a 
rubbish or recycling container. Please separate your refuse recycling 
into the provided appropriate containers. Glass containers are not 
allowed on beaches. Household refuse may not be disposed of in 
beach refuse or recycling containers. 

Doc ID: 501a490d961a04e084368ee619d32baa1f1d3958
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14. No person shall disturb the peace and tranquility of others. No lewd, 
obscene, profane, or indecent acts or language or excessive noise are 
permitted on Town property. 

15. The damaging, defacing, or removing of any building, structure, or 
sign on Town property is not allowed. Violators will be prosecuted. 

16. Selling, advertising, or giving away of goods or services on Town 
property is not allowed, except with written permission from the 
Select Board. 

17. Tents, travel trailers, campers or other recreational vehicles are not 
allowed overnight on Town property. Vehicles over 22 ft are not 
permitted. Vehicles must fit within the painted lines. 

18. Use of open fires or the use of fireworks is prohibited at all times, per 
the Fire Department. 

19. Access to Town owned beach parking areas may be restricted at the 
discretion of the appropriate Town Agents at any time. 

Approved by the Brewster Select Board:  

___________________________ ___________________________ 
Dave Whitney, Chair  Ned Chatelain, Vice Chair 

___________________________ ___________________________ 
Kari Hoffmann, Clerk  Mary Chaffee 

___________________________ 
Cynthia Bingham 
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