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Cover illustration  ‘Wetherbee Tavern’ on the Common in Harvard, Massachusetts from 
Henry S. Nourse’s “History of Harvard”, 1894. 
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SECTION  4. PROCEDURES. 

4.1 PARLIAMENTARY. 

4.1.1 [DRAFT] Conduct Of Meetings. 

4.1.1.1 Recording Meetings.  

4.1.1.1.1 Person seeking to record meeting must notify chair;   

4.1.1.1.2 Chair must notify meeting that it is being recorded; “In accordance with 
the State’s Open Meeting Law and Federal Wire-Tapping laws, we wish all attendees to 
know that this meeting is being/may be recorded in portions  or in its entirety.” 

4.1.1.1.3 Recording, including transmission through any medium, is “subject to rea-
sonable requirements of the chair as to the number, placement and operation of 
equipment used so as not to interfere with the conduct of the meeting.”  

4.1.2 [DRAFT] Conduct Of Public Hearing.  

4.1.2.1 Organization of Public Hearing 

 

1  Opening by Chair. 

2  Presentation by Applicant.  
Motion to close Presentation. 

3  Public Speaking in Favor, then Against. 

Abutters first and other members of the public after. 

4  Written Communications, if any. 

5  Comments/Questions by the Commission in Favor, then Against

6  Summary of Evidence and Facts. If no opposition and no objec-
tions, the statements  appearing in the record are uncontested. 
Close Public Participation if all facts/opinions recorded. 

7  Commission Deliberation. 

8  Commission Decision.  Call for a vote in favor or against a find-
ing that the application is appropriate.  Decision based solely on 
info received during hearing and matters of common knowledge 
to Commission pertaining to changes to be made to the exterior 
architecture of a building and to new additions consistent with 
the powers and duties of an historic district commission as pro-
vided by M.G.L. Chapter 40C. 
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4.1.2.2 The Chair presides and determines the format of the hearing, the order in 
which persons speak, and who is recognized to speak. The Chair may order a person to 
stop speaking. 

4.1.2.3  The Chair will open the public hearing by presenting the purpose of the 
hearing and the name and address of the application.  

4.1.2.3.1 The Chair will present an overview of the public hearing agenda and of 
some of the important rules of order. The Chair will note that the objective of the Har-
vard Historical Commission as given by the Town Bylaws on historic preservation (Chap-
ter 48) is to determine whether the set of proposed changes to the exterior architecture 
of a building is appropriate.  

4.1.2.3.2 Consistent with the requirements of the Chapter 48 Bylaws for historic 
preservation, the complete findings of the Harvard Historical Commission are separated 
into two categories. As defined in Chap 48, Section 5,  

4.1.2.3.2.1 Category 1.  Those findings pertaining to the authority and responsibilities 
of an ‘historic district commission’ (See MGL Chap 40C) made during the public hearing, 
and  

4.1.2.3.2.2 Category 2. Those findings pertaining to the authority and responsibilities 
of an ‘historical commission’ (See MGL Chap 40, Sec 8D) made after the public hearing. 

4.1.2.3.3 The Chair will check for conflicts of interest among commission members. 
Noted conflicts are recorded. Any members having conflicts are recused. (The simple 
appearance of a conflict of interest can have a very serious impact on the validity of any 
decision, regardless of how reasonable, and can set up an appeal situation. Members 
having a conflict cannot discuss or vote on the issue and should leave the room.) 

4.1.2.4 Presentation of Application: The Chair will open the Application 
Presentation portion of the hearing by inviting the speaker for the applicant to present 
the application.  Afterward, if the Historic District Working Group (HDWG) is present, 
they will: 

Identify property on HarvardGIS map or equivalent. 
Using photos, if possible, indicate impacts on adjoining property and visibility of 
proposed changes from the street. 

4.1.2.4.1 If the HDC is present, the HDC shall begin by itemizing and reviewing the 
changes to the exterior architecture of the building or the new additions to the building 
that are being proposed. 

4.1.2.4.2 For each change, the applicable General Design Guidelines from the HHC 
Design Guidelines shall be identified and the detailed Design Guidelines applicable to 
the change shall be reviewed to assist the Commission in determining a finding of ap-
propriateness on each proposed change. 

4.1.2.4.3 For each change, the HDC shall present its opinion as to whether the pro-
posed change complies with the Chapter 48 Bylaw and the HHC Design Guidelines . If 
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the change does not comply, the HDC may recommend a version of the change that 
would comply. 

4.1.2.4.4 Support.  Call upon applicant for evidence in support of the application. If 
there are others present for the application, ask them for evidence in support of the 
application. Ask all persons, applicants and others, to state their names and addresses 
for the record.   

[Note: depending upon the room set-up, some commissions invite the applicant to join 
them at the table in order to discuss the application, thereby establishing a more com-
fortable exchange.]  

4.1.2.4.5 No questions will be permitted until after the speaker for the applicant has 
finished the presentation.  

4.1.2.4.6 The Application Presentation portion of a hearing is concluded when the 
Commission votes that all information has been received, heard and discussed.  

4.1.2.5 Questioning by the Commission.  Questioning by the Commission shall 
take place without interference or participation from the applicant or the public. How-
ever, the Commission may ask the applicant for clarification of information. Commission 
deliberations may take place in part during the Application Presentation.  

All questions and comments are to be addressed to the Chairman.  

4.1.2.6 Public Participation. Parties in interest (i.e., persons entitled by law to no-
tice) shall be heard first followed by other persons. Questioners will identify themselves 
(Name and Address) to the Chair, state their questions, and specify to whom they are 
addressed. Any disagreement with answers is restricted to the later Public Participation 
In Favor or In Opposition. No questions will be permitted until after the speaker for the 
applicant has finished the presentation.  

4.1.2.6.1 Public Participation In Favor. The Chair will open the hearing to those of 
the Public who wish to speak in favor of the plan/project. Individuals shall  state their 
name and address for the record and if they are representing someone other than 
themselves, they shall identify the person(s) whom they are representing. No questions 
will be permitted until after the speaker for the applicant has finished the presentation.  

4.1.2.6.2 Public Participation In Opposition. The Chair will then open the hearing to 
those members of the public who wish to speak in opposition of the plan/project. Indi-
viduals will have to state their name and address for the record and if they are repre-
senting someone other than themselves, they shall identify the person(s) whom they 
are representing. No questions will be permitted until after the speaker for the applicant 
has finished the presentation.  

4.1.2.6.3 Written Communications. The Chair will have any written communication 
received from the public read into the record at this time. Any such written communica-
tions received after the hearing is closed will not be accepted as part of the hearing 
record.  
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4.1.2.7 Summary of Evidence and Facts: Summarize the evidence and facts, giv-
ing all parties an opportunity to make objections or corrections. If there is no evidence 
in opposition to the application, note for the record that without objections, the state-
ments appearing in the record are uncontested.  

4.1.2.8 Close The Public Participation Portion Of The Hearing. At the conclusion of 
the reading of the written communication the Chair will then close the public participa-
tion portion of the hearing.  

4.1.2.9 Commission Deliberations. Once public input is received, the Commission 
will then begin deliberations regarding the proposed application. The Commission may 
wish to begin deliberations immediately or continue the hearing to a date and time spe-
cific in the future. During the deliberations portion of the hearing, the Commission may 
ask clarifying questions of the applicant.  

4.1.2.9.1 Deliberations shall begin by itemizing and reviewing the changes to the 
exterior architecture of the building or the new additions to the building that are being 
proposed. 

4.1.2.9.2 For each change, the applicable General Design Guidelines from the HHC 
Design Guidelines shall be identified and the detailed Design Guidelines applicable to 
the change shall be reviewed to assist the Commission in determining a finding on each 
proposed change. 

4.1.2.10 Commission Decision. The final act by the Commission will be a call for a 
vote followed by the Commission voting in favor or against a finding that the application 
is appropriate. The Commission’s decision may be based only upon information received 
during the hearing and matters of common knowledge to the Commission pertaining to 
the Category 1 authority and responsibility of the Commission as defined above in 
4.1.2.3.2  

4.1.2.11 Finalization of Category 2 Recommendations.  After the public hearing is 
closed. The next agenda item will be the finalization of the Category 2 recommenda-
tions of the HHC pertaining to any other aspect of the project.   

4.1.2.12 Alternate Commissioners who are present shall participate in the hearing 
and in the deliberation leading to the vote to approve or reject an application. However, 
an Alternate Commissioner shall not participate in the final vote to approve or reject an 
application unless designated to do so by the Chairman.  

4.2 ADMINISTRATION.  

4.2.1 [DRAFT] Preparation of Meeting Minutes.  

4.2.1.1 The minutes will be written to record all motions (who raised the motion, 
and vote count), all action items and a brief summary of the key discussions if deter-
mined to be necessary by the Secretary.   

4.2.1.2 The minutes will be organized in the following sections:   
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4.2.1.3 Date, time and location of meeting, members present and absent, time 
convened. To simplify the minutes, the identity of the members will be made using the 
members’ initials.  

4.2.1.4 Review of Applications for Determination (Public Hearing)  

4.2.1.5 Old business including review of last meeting minutes, on-going business,  

4.2.1.6 New business,  

4.2.1.7 Executive Session (Purpose, Time started and time ended)  

4.2.1.8 Time adjourned, date and time of next meeting. Name and signature of 
recording secretary.  

4.2.1.9 Attachment 1:  Action Item List 

4.2.1.10 The Secretary may choose certain handouts and visual aids that were 
used during a meeting be appended to the minutes if the materials are important to 
understanding the decisions/votes of the Commission. The appended materials will be 
scanned by the Secretary and will become part of the electronic copy of the minutes.  

4.2.1.11 Documents and exhibits used by the Commission in its meetings must be 
retained by the Commission but do not need to be physically stored with the meeting 
minutes.  

4.2.1.12 An electronic copy of the minutes, applications, certificates and other rec-
cords of the deliberations will be filed in the Secretary’s PERMANENT file storage and an 
electronic copy of the minutes will be distributed to Town Clerk for storage in the town 
records and the website. There is no requirement to file a hard copy of the minutes of 
the Commission.  

4.2.2  [DRAFT] Data Management.   

4.2.2.1 Requirements.  The Commission is a town government organization com-
prising of volunteers who implement town and state law by using mostly their own re-
sources and property. So, the Commission needs to organize its data, records and its 
information resources so that each member can perform their assigned functions using 
their own personal computers in their homes and without interfering with the other 
Commission members or volunteers. The system shall also allow the Commissioners 
and volunteers to collaborate with other members as needed. Accordingly, the require-
ments for a Data Management System that would meet these operational needs include 
the following: 

4.2.2.1.1 Must support the users including the Commissioners and Volunteers in 
their respective assignments; 

4.2.2.1.2 Must distinguish between (1) shared, (2) non-shared and (3) non-public 
data; 

4.2.2.1.3 Must be capable to identify the owner for each record or document; 

4.2.2.1.4 Must provide at least read access to shared information by the users; 
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4.3.1.3.4 Meeting Minutes for the past 12 months 
4.3.2  [DRAFT] Preservation Plan.   The Preservation Plan will document the set of 
near-term and long-term goals of the Commission. These necessarily shall include those 
goals that are identified in the Town of Harvard Master Plan for the Commission. Cur-
rently, the Commission’s near-term plan is published in the Commission’s ‘Our Work’ tab 
on the HHC website. Annually at the beginning of the fiscal year, the Commission shall 
review and update these goals as necessary. The Commission will also update its 
Preservation Plan to better coordinate the several activities that will help its historic 
preservation work in the community. The Commission’s set of goals is also reflected in 
the Five-Year Strategic Plan for the Town of Harvard and the ways and means for 
achieving the goals.  

4.3.3 A strategy for transitioning the Commission to broaden its scope of operations 
is presented in the following paragraph as an example of a possible approach. 

 

A Vision for 2020 

We hope that as part of the Commission’s historic preservation policy 
thinking, a vision will emerge. This vision for the near- and long-term in-
cludes some of the following goals: 

1. Consolidate and organize the Commission administration to assure 
that all important records are secure, safe, readily accessible and 
easily transportable with continuity between administrations.  Or-
ganize the administrative staff to include a secretarial and adminis-
trative staffing led by the Secretary; 

2. Raise the efficiency of the Commission meetings by delegating 
complex or time-consuming tasks to working groups who produce 
recommendations for the Commission; and increase the total 
monthly meeting time by adding meetings as appropriate to sup-
port a larger workload. Reorganize the Commission to accommo-
date auxiliary staffing beginning with the administrative function. 

3. Organize a Historic Properties staff led by a Commissioner to con-
tinue the work of the early Commissions to identify, research, doc-
ument, process and publish the historic places in Harvard. The fo-
cus must be on those assets (inventoried or not) which are current-
ly threatened; 

4. Organize a Historic District staff led by a Commissioner to adminis-
ter the historic districts of the town; A first priority shall be to re-
view/rewrite its Design Guidelines into a set of enforcible require-
ments for modifying or restoring historic properties; 

5. Organize an Education and Training staff led by a Commissioner to 
identify the training needs of the Commission and of the town of 
Harvard pertaining to historical and cultural preservation; 
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6. Organize a Funding Resources staff led by a Commissioner to seek, 
identify, pursue and capture funding sources for the projects and 
activities of the Commission. This office will work with the other 
functions to maintain a prioritized list of funding requirements and 
will work with the Officers to prepare the annual budget; 

7. Organize an Communications staff led by a Commissioner to im-
plement the means to communicate and collaborate the current 
plans and operations of the Commission with its members, other 
town government organizations and to the town residents. 

These goals are listed by order of priority. Essentially, the first four goals 
will produce the ways and means to facilitate the last three goals which 
are the operational goals and the business of the Commission:   

(1) administering the Historic Districts,  

(2) developing and managing the Local Register of Historic Places and  

(3) collaborating with other town government organizations, historic 
preservation organizations in town, the town residents and other Historical 
Commissions from the surrounding towns. 

With these goals, the Commission can begin to re-organize its administra-
tion to enable its capability for greater responsibility and workload. Then, 
as volunteer staffing becomes available, the organization may be extend-
ed to add the new functions. It is understood that if volunteer staffing is 
not available then, the Commission must appeal to the town and the Se-
lectmen, for the staffing to get this work done. In the end, without the 
required staffing, the historic preservation work will not be done. 

This approach may be defined and detailed in a Preservation Plan where 
certain goals are planned for implementation each year and a schedule is 
set for the implementation. The Preservation Plan should be prepared to 
the level of detail sufficient to allow the Commission leadership to direct 
and control the operations of the Commission. 
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4.3.4 Application For Certificate Procedure 
(Note:  The following ‘Application For Certificate’ procedure will be printed on the back of the HHC Appli-
cation For Certificate.) 

INTRODUCTION  
The Harvard Historical Commission was formed to preserve the Harvard Common and Shaker Village Historic Districts from 
modifications that are not architecturally consistent with the  contributing historical properties. Certain modifications must be 
approved by the Historical Commission. A property owner will not receive a building permit for work in a historic district un-
less a certificate has been issued.    

WHAT WORK MUST BE REVIEWED?   
According to the Harvard Bylaw § 48-5 C. General regulatory powers: “The Commission shall have the authority to review and 
render a decision of appropriateness on all proposed new construction, reconstructions, alterations, relocations and demolition 
of all exterior architectural features of buildings and structures, or any portion thereof, within the Historic District which are 
visible from any public street, public way, public park or public body of water, except as limited by this bylaw. The term "struc-
ture" shall include but not be limited to stone walls, fences, driveways, walks, terraces, steps, paving, signs, lights, and appurte-
nant fixtures on the lots, buildings, or structures. For purposes of this bylaw, any structures partially within the Historic District 
shall be considered wholly within the district.”  
If your work affects the exterior of your property that is visible from the public way, whether or not you need a building permit, 
you will need to review your planned work you with the Commission before beginning your project. The Commission encour-
ages applicants to contact the Commission Chair or Vice-Chair to arrange for an informal project review to provide guidance on 
the process and what changes may be appropriate.  

REQUIRED ATTACHMENTS 
1. Photos of project area from all public views.  
2. Construction drawings of your proposed work.   
3. Paint examples, building materials samples (roofing, siding, trim shapes, etc.), and/or photographs showing finished work.   
4. Other literature/photos that show how the finished work matches the historic district. 
5. A site plan showing street, property boundaries, building location, and proposed work if the work requires modifications to 
walls, fences, steps, and paving.  

FEES  
The Historical Commission does not charge an application fee. If the Commission determines a hearing is needed, a legal notice 
in a Harvard newspaper will be necessary. This will be billed directly to the applicant by the newspaper.   

APPLICATION PROCESS  

 
Phase 1. Determination of Applicability. Within 14 days of receiving the application, the Commission will notify you whether 
the application involves any work which is subject to approval by the Commission and a public hearing is needed. Note that the 
14 day window may require the Commission to hold a Special meeting. If it is possible for you to grant the Commission an ex-
tension to this timeframe, please sign the Grant of Extension section on the form.  
Phase 2. Public Hearing. Most applications for Certificate of Appropriateness or Hardship will require a public hearing. A public 
hearing must be publicly announced more than 14 days in advance. All residents of the district will be notified of the hearing by 
mail. At the hearing, the Commission will discuss the application with you or your representative as well as receive comments 
from the public. Owners having professional consultants are urged to invite their consultants to the hearing.  
Phase 3. Determination. The Commission will make a decision within 60 days from receipt of application unless an extension 
was granted.   

TYPES OF CERTIFICATES 
Appropriateness: Will be granted if a project is determined to be congruous with the historic district. The certificate authorizes 
the applicant to proceed. In issuing a certificate, the Commission may impose certain conditions and may require architectural 
modifications before approval is granted. 
Non-Applicability: Will be granted if the proposed work is not within the jurisdiction of the Commission. For example, portable 
grills are not subject to regulation by the Commission.   

The application process begins only when you bring your Application to the Town Clerk who in turn will time-stamp the 
Application and notify the Historical Commission. 
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Hardship: Will be granted if failure to approve an application will involve a substantial financial or other hardship to the home-
owner, and if the requested change does not substantially affect: (i) the historic district generally, (ii) the public welfare, (iii) or 
substantially disregard the intent of the Historic District bylaw, the Commission may grant a Certificate of Hardship.   
Certificates of Appropriateness (COA) are valid for 2 years from the date of issuance. In the event that an application is not ap-
proved, the Commission will explain and may include recommended changes that would make the application acceptable if it 
were resubmitted.  

VIOLATIONS  
A person who begins or completes any modification without the necessary approval is subject to a fine of up to $300 per day 
from the date of the violation until the modification is rectified.  

ASSISTANCE  
The Commission has published the HHC Design Guidelines which provide examples that are appropriate for Harvard historic 
districts. The guidelines, along with a sample completed application, with the required attachments, are available at Town Hall 
or online on the Residents’ Page of the HHC website1.   
The guidance provided here summarizes information contained in the Harvard Historic District Bylaw (Chap 48). For a full ex-
planation of the Commission’s authority and its process, consult the Historic Preservation Law section of the Library Page on 
the HHC website1.  
Note: This Q&A provides highlights of the HHC process in general.  For added details please refer to the Harvard Bylaw and the 
HHC Design Guidelines on the HHC website. 

 

Note: This Q&A provides highlights of the HHC process in general.  For added details 
please refer to the Harvard Bylaw and the HHC Design Guidelines on the HHC page of 
the town website. 

 

  

                                        
1 Website address:  HHCommission.wordpress.com 
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SECTION  5. APPENDICES 

 

5.1 Definitions 
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5.6 Historic preservation Using Special Designations 
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5.8 Application for Certificate Procedure Form 
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5.1 APPENDIX:  TERMINOLOGY 

 
ACRONYMS, ABBREVIATIONS 

• ACHP –  Advisory Council on Historic Preservation 
• GIS –   Geographic Information System 
• HHC –  Harvard Historical Commission 
• HHS –  Harvard Historical Society 
• LHD –  Local Historic District 
• LL –   Local Landmark 
• MA/HL –  MA Archaeological/Historic Landmark 
• MACRIS –  MA Cultural Resource Information System 
• MHC –  Massachusetts Historical Commission 
• NPS -   National Park Service 
• NHL –  National Historic Landmark (properties of outstanding national sig-

nificance, designated directly by the Department of Interior) 
• NRDIS –  National Register (of Historic Places) District 
• NRIND –  National Register (of Historic Places) Individual Property 
• PR –   Preservation Restriction 
• RHD –  Regional Historic District 

WORD USAGE 

• Historic vs Historical 
• Burial Grounds vs Cemetery 
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DEFINITIONS 

The definitions listed below are designed specifically for use by the Commission in their 
historical preserving work. Some of the definitions are based on the National/-
Massachusetts Register of Historic Places and the National Historic Preservation Act.  

 

• ARCHITECTURAL COMPATIBILITY:  To be defined (TBD). 

• ARCHITECTURAL FEATURE: The style, design, general arrangement, and 
components of all the outside surfaces of a structure which characterize the 
landmark or district, including but not limited to the following: the architectural 
style and general arrangement and setting thereof; the kind and texture of exte-
rior building materials, or other materials applied to exterior surfaces and the 
type and style of windows, doors, lights, signs, and other appurtenant exterior 
fixtures.  

• ARCHITECTURALLY HARMONIOUS EXTERIOR RELATIONSHIPS OF 
BUILDINGS:  To be defined (TBD). 

• ARCHITECTURAL INTEGRITY:  TBD. 

• COMPATIBILITY WITH EXISTING STRUCTURES:  The positive relationship 
of alterations to existing buildings and designs for new construction to their sur-
rounds; compatibility is measured by consistent application of accepted guide-
lines and standards defining the individual visual character of a specific area. 

• CONTRIBUTING HISTORIC PROPERTY: An historic structure that adds to 
the historic architectural qualities, historical integrity, historic associations, or ar-
chitectural qualities that make the historic district, listed locally or federally, sig-
nificant, including all detached structures on an historic property which contrib-
ute to the above qualities.  

• DEMOLITION: Any act of pulling down, destroying, removing, or razing a build-
ing or structure, or any portion thereof, or commencing the work of total or sub-
stantial destruction with the intent of completing the same, without replacement.  

o Exemptions:  The following structures, activities or features are excluded 
from review by the Commission:  

o Ordinary maintenance and repair of any exterior feature which does not 
involve a significant alteration in design, material, or outer appearance. 
This provision includes re-shingling or replacement of wooden clapboards. 
Activities not requiring a building permit are automatically exempt. 

o Non-contributing structures in a National Register district. 

o Temporary structures or signs. 
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o Terraces, walks, driveways, sidewalks, and similar structures, provided 
that any such structure is substantially at grade level and not within the 
outside faces of exterior walls. 

o Fences, decks, walls, flagpoles, arbors and trellises, storm doors and win-
dows, window air conditioners, lighting fixtures, and similar appurte-
nances. Radio antennae, satellite dishes, and similar appurtenances are 
not exempt. 

o Emergency actions pursuant to Section 24 of the Act and Administrative 
Regulations, or the reconstruction, pursuant to the Regional’ Policy Plan, 
of a structure or exterior architectural feature damaged or destroyed by 
fire, storm or other disaster, provided that such reconstruction is substan-
tially similar to the original in exterior design, is begun within the time lim-
its specified by the local building code, and is carried forward with dili-
gence. Under these conditions the building inspector shall issue a written 
certificate that an emergency condition exists and that immediate action 
to remove the hazard is necessary, pursuant to Section 5 of the Adminis-
trative Regulations. 

o Demolition or alteration of historically inappropriate additions. 

• GROSS FLOOR AREA:  The sum in square feet of the area at each floor level 
that is included within the outside faces of exterior walls, not including architec-
tural setbacks or projections. Included are all stories;- attached or detached 
structures that have floor surfaces with clear standing head room (six feet, six 
inches minimum) regardless of their use, including but not limited to cellars, 
basements, mezzanines, penthouses, corridors lobbies, or offices. All structures 
included on the National or State Register listing may be included in the gross 
floor area calculation. Where a ground level area, or part thereof, within the out-
side faces of the exterior walls is left unenclosed, (for example, an atrium), the 
gross floor area of the unenclosed portion is said to be considered as a part of 
the overall square footage. The area to be demolished is included in calculating 
the total gross floor area of an existing structure.  

• HISTORIC STRUCTURE/BUILDING: A combination of materials forming a 
shelter for persons, animals or property, including but not limited to a garage, of-
fice, or shed as well as functional construction created for purposes other than 
creating shelter, including but not limited to a windmill, bridge, or gazebo. His-
toric structure/building may also be used to refer to a historically and functionally 
related unit, such as a house and barn.  

• HISTORICALLY APPROPRIATE / INAPPROPRIATE:  Historically Appropri-
ate.  To be defined.  Historically Inappropriate.  Alterations which are incon-
sistent with the predominant architectural style and historic qualities of the struc-
ture.  

• INTRUSIVE CONTEMPORARY FEATURES:  TBD. 
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• LOCAL LANDMARK (LL):  A landmark is a place, structure, feature, or object 
that has been designated by the Board of Selectmen as historically or architec-
turally significant by itself or because it is associated with events, persons, or 
trends significant in the history of the town of Harvard. Designation as a Town of 
Harvard Landmark is an honor that recognizes the importance of its design or its 
unique place in the town’s history. Landmark designation recognizes only a select 
number of individual properties that are important to the town as a whole, pro-
tecting them so that their unique qualities are maintained for the benefit of all of 
the residents of Harvard. Individual properties may also be protected by the do-
nation of  Preservation Restriction/Easement to the town of Harvard by a proper-
ty owner.   

o Changes proposed for a Local Landmark must be reviewed by the Histori-
cal Commission to ensure that the landmark’s special qualities are not lost 
through inappropriate alterations. The Commission works closely with 
owners both before and after designation to develop design solutions that 
respect the landmark’s significance while acknowledging its ongoing use. 
Many alterations, such as additional construction on a landmark site, can 
be incorporated into the designation order itself, thereby assuring owners 
of their ability to move forward with planned changes. Otherwise, the 
Commission manages proposed changes to a Local Landmark using the 
same policies and procedures as those for historic districts. 

o The process of designating a Local Landmark may begin when registered 
voters petition the Historical Commission to study a property for landmark 
designation. Alternatively, the Historical Commission may initiate the 
landmark study process on its own. The Commission prepares a report on 
the proposed landmark, detailing its significance, developing boundaries 
and standards for the property.  The report is considered at a public hear-
ing. If the Commission so votes, the study report is transmitted to the 
Board of Selectmen with a recommendation to designate. Designations 
are made by a majority vote of the Board of Selectmen. 

• NATIONAL HISTORIC LANDMARK (NHL):   a building, site, structure, or ob-
ject that is officially recognized by the United States government for its national-
level historical significance. Out of more than 85,000 places on the National Reg-
ister of Historic Places only about 2,500 are NHLs.  NHLs are designated by the 
United States Secretary of the Interior because they are: 

o Sites where events of national historical significance occurred; 
o Places where prominent persons lived or worked; 
o Icons of ideals that shaped the nation; 
o Outstanding examples of design or construction; 
o Places characterizing a way of life; or 
o Archeological sites able to yield information. 



HHC POLICIES & PROCEDURES, Volume 2 
September 2, 2015 version 3.3 

17 | P a g e  
 

• NATIONAL HISTORIC LANDMARK DISTRICT (NHLD):    a historic district 
that has received similar recognition. The district may include contributing prop-
erties that are buildings, structures, sites or objects, and it may include non-
contributing properties. Contributing properties may or may not also be sepa-
rately listed. 

• NATIONAL HISTORIC SITE (NHS):     a protected area of national historic 
significance in the United States. An NHS usually contains a single historical fea-
ture directly associated with its subject. Not to be confused with National Historic 
Landmark. 

• NATIONAL REGISTER OF HISTORIC PLACES (NR):    the official list of the 
American cultural resources worthy of preservation. Authorized under the Na-
tional Historic Preservation Act of 1966, the National Register is part of a national 
program to coordinate and support public and private efforts to identify, evalu-
ate, and protect our historic and archeological resources.  

o The NR is a federal program of the National Park Service, administered in 
Massachusetts by the Massachusetts Historical Commission (MHC). Prop-
erties listed in the National Register (NR) include districts, sites, buildings, 
structures and objects that are significant in American history, architec-
ture, archeology, engineering, and culture. Listing in the NR recognizes 
historic properties that are significant to our communities, our state, and 
our nation. The NR recognizes unique and irreplaceable historic resources 
that give a sense of time and place to our down-towns, neighborhoods, 
village centers, and rural landscapes, and contribute to our communities’ 
character, making Massachusetts a special place.   

o NR listing is an important preservation planning tool that encourages 
preservation, but it does not guarantee that listed properties will be pre-
served.  Read MHC’s “Know How #3″ for the details and advantages of 
NR listing.  

o Properties must meet at least one of the following criteria to be eligible for 
listing in the National Register. 

 association with events that have made a significant contribution to 
the broad patterns of our history; 

 association with the lives of persons significant in our past; 

 embodiment of distinctive characteristics of a type,period, or meth-
od of construction, or that represent a significant and distinguisha-
ble entity whose components may lack individual distinction; or 

 likelihood of yielding information significant in history or prehistory. 

• NON-CONTRIBUTING STRUCTURE:  A structure located within a Local, Mas-
sachusetts or National Register Historic District which does not add to the historic 
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architectural qualities, historic associations or archaeological values for which a 
property is significant because  

o a), it was not present during the period of significance;  

o b). due to alterations, disturbances, additions, or other alterations, it no 
longer possesses historic integrity reflecting its character at that time or is 
incapable” of yielding important information about the period; or  

o c) it does not independently meet the National Register criteria.  

• PRESERVATION RESTRICTION (PR):  protect historic and archaeological 
properties from changes that may be inappropriate.  A PR may restrict or limit 
any or all alterations to exterior or interior features, changes in site appearance, 
inappropriate uses, archaeological field investigations, or other uses or actions 
inappropriate to the preservation of an historic structure or site. A PR (easement) 
on a property restricts present and future owners from altering a specified por-
tion of that building, structure, or site. A restriction can run for a few years or in 
perpetuity and may be included as part of the property deed. Preservation re-
strictions can be donated or purchased by a government body or private preser-
vation organization and are enforced by the holder of the restriction. Alterations 
or changes to a property with a ‘PR’ designation generally require prior written 
notification to and approval by the holder of the Preservation Restriction. Chari-
table donations of easements on historical buildings or archaeological sites may 
qualify for federal income tax deductions.  *(MGL Ch. 184 Sections 31-33)  

• STATE REGISTER OF HISTORIC PLACES:  Properties listed in the NR are au-
tomatically listed in the State Register of Historic Places as well. The State Regis-
ter is a compendium of properties with historic designations, listed by municipali-
ty, and serves as a reference guide, helping to determine whether a state fund-
ed, permitted, or licensed project will affect historic properties. The State Regis-
ter review process helps ensure that listed properties will not inadvertently be 
harmed by activities supported by state agencies.  With the consent of the own-
ers, a site or ‘Building’ of substantial historical significance to the Commonwealth, 
may be listed on the State Register as a historic landmark. No landmark in the 
State Register may be altered without the permission of the State Historical 
Commission if the alteration seriously impairs its historical value.  The State Reg-
ister includes: 

o districts, structures, buildings, and sites in the National Register of Historic 
Places; 

o local historic districts; 

o landmarks designated under local by-law; and 

o historic or archeologic landmarks. 

• SUBSTANTIAL ALTERATION:  An alteration which jeopardizes a structure’s 
individual eligibility for listing in the National Register of Historic Places, or its 
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status as a contributing structure in a National or Massachusetts Register of His-
toric Places.  It is recommended that local historical commissions refer to the 
U.S. Secretary of the Interior’s Standards for Rehabilitation and Guidelines for 
Rehabilitating Historic Buildings for assistance in determining a substantial altera-
tion. Examples of such alterations includes:  

o addition, removal, alteration or substitution of defining architectural fea-
tures, such that the building/structure is incapable of yielding important 
historical information about its period, including alterations to the follow-
ing: exterior siding, roof pitch, fenestration, and the compatibility of addi-
tions in terms of general scale, massing and materials.  

o isolation of a property or alteration of its setting such that the historic 
character and integrity are no longer reflected in the site. Examples may 
include the following: introduction of parking lots, removal of subsidiary 
buildings or relocation of a structure from its original site. 

o Use of surface cleaning and maintenance methods which endanger the 
building, structure, or object’s historic building materials, such as sand-
blasting and improper masonry repointing.  
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5.2 APPENDIX:  PRESERVATION PLAN OUTLINE 

5.2.1 EXECUTIVE SUMMARY.  This section of the plan is a stand-alone document 
that summarizes the recommendations in the plan. This is very useful for larger meet-
ings in which you want as many residents as possible to become familiar with the find-
ings of the plan. 

5.2.2 HISTORY OF THE COMMUNITY. This section briefly describes the pre-historic 
and historic development of the community. 

5.2.3 HISTORY OF PLANNING IN THE COMMUNITY. This section describes what 
other plans have been done in your community. Other plans might include Master 
Plans, Open Space Plans, Downtown Plans, neighborhood plans among others. A review 
of these plans will help gain a perspective on what has been proposed in the past.  

5.2.4 OUR COMMUNITY TODAY.  This section describes the historic resources that 
your town has lost, historic resources your town still has and historic resources your 
town could still lose. Next, this section describes how your town can better protect its 
historic resources.  

5.2.5 INVENTORY.  This section describes what an inventory is and how it is the 
first and foremost method of preservation planning. Next, this section describes which 
properties currently have inventory forms, which inventory forms need to be updated 
and which properties need to be documented on inventory forms.  

5.2.6 NATIONAL REGISTER.  This section describes the National Register of Historic 
Places. It includes what is currently listed on the National Register of Historic Places and 
what may be eligible for listing. Maps showing existing or recommended National Regis-
ter Districts are very useful in this section as well as an explanation of investment tax 
credits and applicable grant programs.  

5.2.7 PUBLIC PERCEPTION.  This section investigates how residents in your town 
feel about historic resources. Do they appreciate the existing historic properties? Are 
there efforts that can help newcomers appreciate what your town has. If your town’s 
historic resources are not well-protected, do residents understand how vulnerable they 
are to loss. Do they understand what would happen to the town under current zoning?  

5.2.8 MUNICIPAL REGULATIONS.   This section reviews the existing municipal regu-
lations that impact historic preservation including zoning, subdivision regulations, sign-
age bylaw, site plan review and others. This section might recommend changes to ex-
isting regulations or additional by-laws that could help to protect historic resources. 
These might include Local Historic Districts, demolition delay, scenic roads or village 
center zoning.  

5.2.9 MUNICIPAL POLICY, MANAGEMENT AND CAPITAL IMPROVEMENTS.  This sec-
tion includes a list of all the historic municipally-owned properties such as school build-
ings, libraries or parks. Next, it would describe the current management practices and 
whether changes should be made to better protect the significant resources. This sec-
tion also investigates future capital improvement projects such as transportation pro-
jects, new municipal buildings, sewer line extensions for their impact on historic re-
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sources. Recommendations might include improving communication between municipal 
boards, applying for a Massachusetts Preservation Projects Fund, redirecting investment 
to other areas or developing better asset management practices.  

5.2.10 ACTION PLAN.  This section outlines a realistic year by year schedule for im-
plementing all of the above recommendations. This would include the name of the or-
ganization or board responsible for implementation. An action plan might also include 
ongoing and long term goals. A preservation plan should be updated every 5 years.  
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5.3 APPENDIX:  HISTORIC DISTRICT MAPS 

 

5.3.1 HARVARD COMMON HISTORIC DISTRICT:  Approved by 2014 ATM Article 38. 

 
 

  



HHC POLICIES & PROCEDURES, Volume 2 
September 2, 2015 version 3.3 

23 | P a g e  
 

5.3.2 SHAKER VILLAGE HISTORIC DISTRICT.  Approved by 2014 ATM Article 38. 
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5.4 APPENDIX:  IDENTIFYING A PROPERTY FOR HISTORIC PRESERVA-
TION. 

 

5.4.1 [DRAFT] The Commission will use the following information to determine 
whether a given place qualifies to be classified as a Historic Place in the Local Register 
of Historic Places. The questions focus on the significance of the property whether his-
torical or architectural in the case of a building. 

5.4.2 Location. Is the place a part of an historic area or district in the town? 

5.4.3 Type Of Property.  What type of structure is the property? (examples: house, 
barn, other building, historic place like a pond or hill.) 

5.4.4 Owner Name. What is the original owner’s name? 

5.4.5 When Constructed. If a building, when was it built? 

5.4.6 Builder/Designer/Architect.  If a building, who originally designed and built the 
building? 

5.4.7 Builder/Designer/Architect.  Was a known architect of the era involved in the 
design of the structure? 

5.4.8 Function. If a building, what was the function of the building (house, barn, 
other purpose)? 

5.4.9 Function. Were there uses other than residential (such as shop, workshop, 
artist's studio, etc.) 

5.4.10 Connection With History.  Why is the property considered historically signifi-
cant?   

5.4.11 Connection With History. Is the property associated with events that have 
made a significant contribution to the broad patterns of our history? 

5.4.12 Connection With History.  Is there other information or story that would be of 
interest about that place? 

5.4.13 Connection With History. Is the property likely to yield information significant 
in history or prehistory. 

5.4.14 Connection With History. Are there any particularly important historic aspects 
about the property (e.g., associated with an important national, state or local historical 
person or event)? 

5.4.15 Connection With History. Is the building strongly associated with an important 
historical person or an important builder or architect? Who? 

5.4.16 Connection With History.  Is the place associated with the lives of persons sig-
nificant in our past? Who? 

5.4.17 Connection With History. Did the place ever play a documented role in the his-
tory of the town? 
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5.4.18 Connection With History. Has the place been noted in published histories of 
the town or county? 

5.4.19 Connection With History. What is the history of the house? Are there stories, 
family histories, anecdotes and any other interesting or significant information about 
previous owners.  

5.4.20 Design or Architectural Significance. Does the property embody  distinctive 
characteristics of a type, period, or method of construction, or that represent a signifi-
cant and distinguishable entity whose components may lack individual distinction? 

5.4.21 Design or Architectural Significance. Is the architecture of the structure histor-
ically significant or historically unique? 

5.4.22 Design or Architectural Significance. Does the building possess a high level of 
historical or architectural significance or rarity? 

5.4.23 Design or Architectural Significance. Is the building sited in a highly visible lo-
cation? If not, does the building’s high level of architectural or historical significance 
outweigh its lack of public visibility? 

5.4.24 Archeological Significance.  Are there potential archeological artifacts at the 
site? 

5.4.25 Reusability. Are there other potential uses for the property, which could bene-
fit the town? 

5.4.26 Reusability. Could the building be converted for affordable housing use while 
still retaining its' historic quality ? 

5.4.27 Ability to Restore. Is the owner interested in preserving the historic integrity of 
the property ? 

5.4.28 Ability to Restore.. Is there an opportunity for other matching funds to pre-
serve the property? 

5.4.29 Ability to Restore. Is there a realistic chance of restoring the property? 
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5.5 APPENDIX:  COLLECTION OF HISTORICAL WALKS AROUND HARVARD.  

 

[DRAFT] (Note: The underlined walks are developed.) 

 

5.5.1 Harvard Town Common and Center 

5.5.2 Still River Center and the early Garrisons 

5.5.3 North Harvard and the North Shaker Family 

5.5.4 Square House, Shadrach Ireland and the Church Shaker Family 

5.5.5 Shaker's Holy Hill and the South Shaker Family 

5.5.6 Shaker Spring and the East Shaker Family 

5.5.7 Prospect Hill and the Fruitlands 

5.5.8 Bridle Paths, Turnpikes and Old County Roads 

5.5.9 Cemeteries of Harvard and our Ancestors 

5.5.10 Bare Hill Pond and Its Islands 

5.5.11 Our Libraries:  Social ,  Free Circulating , Town Public 

5.5.12 Churches of Harvard:  Its Ministers and Meetinghouses 

5.5.13 The Tahanto Enclave and the Fisk Warren Hutch 

5.5.14 Old Mill Sites and Industry 

5.5.15 The Hills of Harvard: Prospect Hill, Pin Hill, Bare Hill, Oak Hill and Shaker Hill 



HHC POLICIES & PROCEDURES, Volume 2 
September 2, 2015 version 3.3 

27 | P a g e  
 

5.6 APPENDIX:   HISTORIC PRESERVATION USING SPECIAL DESIGNA-
TIONS.   

 

5.6.1 Our federal and state historic preservation laws provide for a framework of 
special designations that are employed to focus and highlight special historic assets. 
There are three levels of designation: local, state and federal.  

Following are the possible designations (from local to state and federal): 

 

LHD:  Local Historic District 

LL:  Local Landmark 

 

MA/HL: Massachusetts Archaeological/Historic Landmark 

SRHP: State Register of Historic Places  

 

NHL: National Historic Landmark 

NRDIS: National Register (of Historic Places) District 

NRIND: National Register (of Historic Places) Individual Property 
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5.7 Appendix:   MEETING AGENDA and MINUTES TEMPLATE  

5.7.1 This appendix presents the Standard Agenda and Minutes for the Commission 
on the following page.  The Chair will prepare the agendas for the Commission regular 
or special meetings by tailoring the topics of the Standard Agenda as necessary. The 
Standard Agenda and Minutes with letterhead and charter statement shall be used as a 
template for Commission meeting agendas. 
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5.8 APPENDIX:  Application for Certificate Procedure Form  
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5.9 APPENDIX.  RECORD MANAGEMENT SYSTEM FILING PLAN. [DRAFT] 
5.9.1   A Record Management System Filing Plan will be maintained for documents, 
media and records. A good File Plan is one of the essential components of a record-
keeping system, and key to a successful records management program. Records shall 
be generated in hardcopy and filed with the Town Clerk only when required by law. 
Otherwise, all other documents, photos and sound media shall be maintained in 
softcopy (electronic) record storage which will be portable. Storage shall be backed-up 
in separate external storage that will be physically stored in the office of the Town 
Clerk. 
5.9.2 The file plan is the principal instrument in records management activities. It is 
devised and implemented to support the management of the creation and disposal of 
records and, where possible, the management of security of and access to those rec-
ords. A File Plan is a written schema that classifies records in some way (usually accord-
ing to business function) across a working group, department, or entire organization.  
5.9.3 The purpose of a File Plan is to: 
• Provide links between records that originate from the same activity or from relat-

ed activities; 
• Determine where a record should be placed in a larger aggregation of records 

(either physically, or conceptually); 
• Assist users in retrieving records; 
• Assist users in interpreting records; 
• Assign and control retention periods; 
• Assign and control access rights and manage security, and 
• Ensure the historic preservation of records with enduring value. 

5.9.4 File Structure. A file structure is the framework of our file plan. The File Struc-
ture for the HHC is arranged by function, disposition/retention and security classifica-
tion.  
5.9.4.1 For now, file sharing is limited to the Commission officers: Chair, Vice-
Chair and Secretary. The ‘Owner’ of a file is the principal user of the file and is the only 
user authorized to delete a file. All users may add and modify files in any folder but only 
the owner of a file may delete the file after coordinating with the other users.  We need 
to enforce these rules by agreement. Dropbox (free version) does not enforce any ac-
cess privileges on file operations.  
5.9.4.2 If we decide that DropBox as a tool works for us, we will transition to the 
business version of DropBox where access privileges are enforced.  
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5.9.5 File Plan Policy 
 
The file plan is the principal instrument in records management activities. It is devised and 
implemented to support the management of the creation and disposal of records and, where 
possible, the management of security of and access to those records. 
 
A File Plan is a written schema that classifies records in some way (usually according to 
business function) across a working group, department, or entire organization. 
 
The purpose of a File Plan is to… 

• Provide links between records that originate from the same activity or from relat-
ed activities; 

• Determine where a record should be placed in a larger aggregation of records 
(either physically, or conceptually); 

• Assist users in retrieving records; 
• Assist users in interpreting records; 
• Assign and control retention periods; 
• Assign and control access rights and manage security, and 
• Ensure the historical preservation of records with enduring value. 

 
File Structure 
A file structure is the framework of our file plan. The File Structure for the HHC is ar-
ranged by function, disposition/retention and security classification.   
 
For now, file sharing is limited to the Commission officers: Chair, Vice-Chair and Secre-
tary. The ‘Owner’ of a file is the principal user of the file and is the only user authorized 
to delete a file. All users may add and modify files in any folder but only the owner of a 
file may delete the file after coordinating with the other users.  We need to enforce 
these rules by agreement. Dropbox (free version) does not enforce any access privileg-
es on file operations. 
 
If we decide that DropBox as a tool works for us, we will transition to the business ver-
sion of DropBox where access privileges are enforced. 
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Organization/Activity/Item Owner Shared Security Retention 
1) Administration     

a) Correspondence     
i) Unclassified Secretary Yes Unclassified TBD yrs/destroy 
ii) Classified Secretary Yes Confidential  TBD yrs/destroy 

b) Finance Secretary Yes Unclassified TBD yrs/destroy 
c) Forms & Templates Secretary Yes Unclassified TBD yrs/destroy 
d) Human Resources     

i) Applications Secretary Yes Unclassified TBD yrs/destroy 
ii) Service Record Secretary Yes Unclassified TBD yrs/destroy 
iii) Training Record Secretary Yes Unclassified TBD yrs/destroy 

e) Legal Secretary Yes Unclassified TBD yrs/destroy 
f) Meetings     

i) Action Item Records Secretary Yes Unclassified TBD yrs/destroy 
ii) Draft Agenda Chair Yes Unclassified TBD yrs/destroy 
iii) Draft Minutes Secretary Yes Unclassified TBD yrs/destroy 
iv) Official Agenda Chair Yes Unclassified TBD yrs/destroy 
v) Official Minutes Secretary Yes Unclassified TBD yrs/destroy 

g) Plans     
i) Preservation Plan Secretary Yes Unclassified TBD yrs/destroy 

h) Policy & Procedure     
i) Approved P&P Vice Chair Yes Unclassified TBD yrs/destroy 
ii) Draft P&P Vice Chair Yes Unclassified TBD yrs/destroy 
iii) Past P&P Vice Chair Yes Unclassified TBD yrs/destroy 
iv) File Plan Secretary Yes Unclassified Permanent 

i) Reports Secretary Yes Unclassified TBD yrs/destroy 
2) Education & Training     

a) Workshops E&TWG Yes Unclassified TBD yrs/destroy 
b) Historic Walks E&TWG Yes Unclassified TBD yrs/destroy 
c) Audio-Visual Resources E&TWG Yes Unclassified TBD yrs/destroy 

3) Funding Research FRWG Yes Unclassified TBD yrs/destroy 
4) Historic Districts      

a) Applications HDWG Yes Unclassified Permanent 
b) Certificates HDWG Yes Unclassified Permanent 
c) Design Guidelines HDWG Yes Unclassified TBD yrs/destroy 
d) Maps HDWG Yes Unclassified Permanent 
e) Projects HDWG Yes Unclassified TBD yrs/destroy 
f) Property Listing HDWG Yes Unclassified Permanent 
g) Property Inspection HDWG Yes  Unclassified Permanent 

5) Historic Properties     
a) Confidential Asset Comm HPWG Yes Confidential Permanent
b) Designation Records HPWG Yes Unclassified Permanent
c) Local Register HPWG Yes Unclassified Permanent
d) Other Asset Comm HPWG Yes Unclassified Permanent 
e) Reference Material     

i) Architectural HPWG Yes Unclassified Permanent
ii) Historical HPWG Yes Unclassified Permanent

f) Preservation Restriction Records HPWG Yes Unclassified Permanent
6) Communication     

a) Collaboration CommWG Yes Unclassified TBD yrs/destroy 
b) Comm Mgt Systems CommWG No Unclassified TBD yrs/destroy 
c) Website     

i) Blog Postings CommWG Yes Unclassified TBD yrs/destroy 
ii) Backups CommWG No Unclassified TBD yrs/destroy 
iii) Graphic library CommWG Yes Unclassified TBD yrs/destroy 
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iv) Document library CommWG Yes Unclassified TBD yrs/destroy 
7) Membership     

a) Nominations MemCOMM Yes Unclassified TBD yrs/destroy 
b) Recruiting MemCOMM Yes Unclassified TBD yrs/destroy 
c) Volunteers MemCOMM Yes Unclassified TBD yrs/destroy 

End of File Plan 
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5.10 APPENDIX.  JOB DESCRIPTION FOR HISTORICAL COMMISSIONER. 
[DRAFT] 
The following points touch on the several aspects of a commissioner’s role in town gov-
ernment once appointed. In general, there are two main aspects of the work: working 
effectively with the public, and learning and staying up-to-date in the field of preserva-
tion. 

•Be aware that you represent not only the face of local government, but also the larger 
field of historic preservation in your community. 

•Demonstrate a strong interest in community history and architecture, and a strong 
commitment to community well-being and development. 

•Understand that the overall objective of historic preservation is to preserve historic and 
cultural resources while allowing those resources to remain active parts of the commu-
nity. This requires balancing the rehabilitation needs with a long-term view towards 
protecting the integrity of the resources. It is important to convey this outlook to the 
public along with an understanding that working with older buildings is often a more 
complex process and, therefore, projects may take longer to complete. 

•Read and become familiar with the local preservation law so that your actions are 
nothing more and nothing less than the prescribed responsibilities and conduct re-
quired. This will help to ensure that the decisions of the commission are not vulnerable 
to legal challenges on the basis of improper procedure or commissioners exceeding au-
thority. 

•Be willing to spend time learning about the field of historic preservation in general. 

•Attend workshops so that you continue to build skills and learn about advances in his-
toric preservation. 

•Contribute time outside of meetings for commission work. Prepare for the meetings by 
carefully reviewing the applications and, when possible, making site visits. Attend meet-
ings as noted in the local law, and remember that your absence may affect a quorum. 

•Consider carefully any possible personal or financial conflicts of interest related to any 
matters before the board, if they exist, and refrain from any participation in discussion 
or voting. Failure to do so may serve as the basis to overturn any decision, regardless 
of how closely the commission’s deliberations were based on the facts of the applica-
tion. 

•Possess strong "people skills" which will enable you to work constructively with elected 
officials, municipal staff, property owners, realtors, developers and other community 
stakeholders—even in the face of controversy. 

•Work with municipal staff and consultants to plan events and produce materials aimed 
at making property owners aware of historic preservation’s value to the community, and 
helping them to understand the designation and review processes. This is part of the 
commission’s responsibility to undertake educational projects in addition to participating 
in meetings and public hearings. 
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5.11  APPENDIX.  NOTES. 
 

1.  On Websites and the Open Meeting Law.  Websites and blogs that are 
not interactive present fewer troublesome issues. Members of public bod-
ies retain their First Amendment rights to communicate and, frankly, their 
free individual communication with their constituents is an essential com-
ponent of democracy. 

Purely outgoing websites and blogs are essentially electronic versions of 
newsletters and columns or advertisements in newspapers, setting out the 
individual member’s views.  Standing alone, a website or blog maintained 
by an individual member of a public body without interactive features is 
not an open meeting violation. If the website or blog is used to solicit a 
response from other members of the public body, then the website or 
blog may be as a means to evade the law and a violation in some States. 
(ref: Electronic Communications and Open Meeting Laws, Ann Taylor 
Schwing) 
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