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INTRODUCTION 
 

 
Congratulations on your election or appointment and thank you for your willingness to serve in 
Wilton’s town government.   
 
Our town government depends on the hard work and dedication of its Board and Commission 
volunteers.  It is these very volunteers whose work and talents help make Wilton such a vibrant 
community. 
 
Please carefully read the Guide to Serving on a Town Board/Commission and have it available 
during meetings (it is also available on Town of Wilton website).  If you have any questions, 
please contact the Office of the First Selectman at (203) 563-0100 or 
jacqueline.rochester@wiltonct.org. 
 
 
  

https://www.wiltonct.org/
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I. GENERAL 
 
Election/Appointment 
 
Individuals who have been appointed to a Board/Commission will receive an email 
confirmation from the Office of First Selectman.  This confirmation will provide a link to the 
Code of Ethics and Freedom of Information Guidance and information on taking the Oath of 
Office and setting up a town email address.  Questions regarding this email notification can be 
directed to the Office of the First Selectman at jacqueline.rochester@wiltonct.org  or (203) 563-
0100. 
 
Individuals elected to a Board/Commission will receive confirmation from the Wilton Town 
Clerk.  This confirmation will provide information on taking the Oath of Office, signing the 
Code of Ethics, and setting up a town email address.  Questions regarding this email notification 
can be directed to the Wilton Town Clerk at lori.kaback@wiltonct.org or (203) 563-0106. 
 
Oath of Office and Code of Ethics 
 
The Town Clerk will administer the Oath of Office. Prior to taking the oath, all appointed 
members must certify that they have read the Code of Ethics and the Freedom of Information 
Guidance and will abide by both. All elected members must certify they will follow the Code of 
Ethics.  
 
The objective of the Code of Ethics is to establish clear standards of ethical conduct for all who 
serve the Town of Wilton, whether in a paid or volunteer capacity, without discouraging 
participation in Town government by the talented and committed individuals on whose service 
the town relies.  Specifically, the Code seeks to deter conduct that is incompatible with the 
proper discharge of duties in the public interest or that would impair independence of judgment 
or action in the performance of those duties.  It is very important that all Board/Commission 
members read and understand the code. 

Individuals who have been re-elected or re-appointed to a new term on a Board/Commission 
must be sworn in and re-sign the Code of Ethics for the new term of service. 

CT Freedom of Information Act Statute 

The Freedom of Information Act (FOIA) is the State of Connecticut’s “open government” law. It 
has provisions dealing with open meetings, public availability of documents, communications 
between board/commission members, and other important rules.  All board/commission 
members must carefully adhere to the FOIA requirements.  If a violation of the law is found, a 
board/commission could have its decision voided or a fine imposed. 

In addition to the guidance provided, the Town holds training sessions, which allow 
board/commission members to ask questions.  Past training session videos are available for 
viewing on the Town of Wilton website. All board/commission members are expected to 
participate in training or watch prior training videos. 

mailto:jacqueline.rochester@wiltonct.org
mailto:lori.kaback@wiltonct.org
https://www.wiltonct.org/home/pages/volunteer
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FOIA violations, whether intentional or not, can be burdensome for the Town and the 
board/commission involved. Complaints filed against a board/commission often result in a 
member of the board/commission and Town Counsel attending at least one FOIA Commission 
hearing in Hartford.  This typically requires a full day’s time. 

Reappointments/Appointments to Fill Vacancies 

Members nearing the end of their term, who are interested in being reappointed should contact 
the Office of the First Selectman’s at jacqueline.rochester@wiltonct.org.   

The Board of Selectmen is responsible for appointing all vacancies, except those on the Boards 
of Education, Board of Finance, and the Planning & Zoning Commission that are vacant for 30 
days or less.  

An elected town officer or Board/Commission member seeking re-election or who is interested 
in running for re-election should contact a political party for nomination or petition on the ballot 
as an unaffiliated candidate.  Contact the Wilton Town Clerk for information on petitioning at 
lori.kaback@wiltonct.org. 

Resignations 

An elected town officer or Board/Commission member who resigns before the end of his or her 
term must do so to the Wilton Town Clerk with an original signature letter (e-mail notification 
cannot be accepted).  The Wilton Town Clerk is located at Wilton Town Hall, 238 Danbury 
Road, Wilton and can be reached by email at lori.kaback@wiltonct.org or phone at (203) 563-
0106 

An appointed town officer or Board/Commission member who resigns before the end of his or 
her term should email the chairperson of the Board/Commission and the Office of the First 
Selectman (at jacqueline.rochester@wiltonct.org).  The email should include an effective date for 
the resignation. 

Communication 

Upon election/appointment, Board/Commission members will automatically be assigned a town 
email address by the Information Systems Department.  This email address must be used for all 
appropriate non-public Board/Commission communications (e.g., administrative matters such as 
setting up a meeting or communicating with Town staff).  No Board/Commission business (e.g., 
discussion and/or actions) should be conducted over email as per the Freedom of Information 
Act.  Please note that all communications will become part of the public record and are subject to 
legal requirements for disclosure and retention. 

Questions regarding a town email address can be directed to the Information Systems 
Department at (203) 563-0144 or email (trackit@wiltonct.org). 
 
 
 

mailto:lori.kaback@wiltonct.org
mailto:jacqueline.rochester@wiltonct.org
mailto:trackit@wiltonct.org
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File Sharing and Cloud Computing Policy 
 
Please refer to Exhibit C for information on the Town’s File Sharing and Cloud Computing 
Policy. 
 
 

II. BOARD/COMMISSION ORGANIZATION 
 
Roles and Responsibilities  

The roles and responsibilities of a Board/Commission is usually defined by the Connecticut 
General Statutes, Town Charter, or both.  In some cases  there is a written Charge (a document 
that describes the formation/structure of the Board/Commission) approved by the Board of 
Selectmen.  

The Town Charter is available on the Town of Wilton website at www.wiltonct.org.  To obtain a 
copy of a Charge, contact the Office of the First Selectman at jacqueline.rochester@wiltonct.org 
or (203) 563-0100. 

Learn About a Board/Commission 
 
Check the Town of Wilton website (www.wiltonct.org) for overview information on a 
Board/Commission.  Reviewing past Board/Commission minutes is also a convenient way to 
learn about past Board/Commission business.   
 
Officers 

Each Board/Commission should annually elect a chairperson from among its members. 
Boards/Commissions may also choose to elect a vice-chairperson who can act in the absence of 
the chairperson and a secretary or clerk to be responsible for meeting minutes.  Please refer to the 
Town Charter or Charge for specific officer election requirements. 

Some Boards/Commissions have Alternate members who serve if a regular member is absent or 
has a conflict of interest.  Please refer to the Town Charter or Charge for specifics on Alternates. 

After an election, the Board/Commission should email a list of officers to the Wilton Town Clerk 
at lori.kaback@wiltonct.org.  

Subcommittees, Special Committees and Task Forces 

A Board/Commission may need to appoint a subcommittee or task force of its own.  
Subcommittees and task forces, comprised of two or more people that work collectively to gather 
information and make a recommendation to the parent Board/Commission, must comply with all 
the requirements as laid out in the Freedom of Information Act.  Refer to Town of Wilton - 
Freedom of Information Act Overview (Exhibit A). 

http://www.wiltonct.org/
mailto:jacqueline.rochester@wiltonct.org
http://www.wiltonct.org/
mailto:lori.kaback@wiltonct.org
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To establish a subcommittee/taskforce, the chairperson of the Board/Commission must draft a 
Charge describing purpose of subcommittee/task force, composition of members, number of 
members, and length of terms.  The charge and proposed membership for subcommittees of 
Boards/Commissions appointed by the Board of Selectmen must be presented to the Board of 
Selectmen for review and appointment. 

Board/Commission Information Changes for Town Website 
 
The Information Systems Department will make any necessary changes to Board/Commission 
information on the Town of Wilton website.  Please email changes to trackit@wiltonct.org. 
 
 

III. MEETINGS AND MEETING REQUIREMENTS 
 
Three types of meetings may be held: a regular meeting, a special meeting and an emergency 
meeting.  A quorum is required for a meeting to be held.  FOIA rules define what constitutes a 
meeting. Please read The Town of Wilton - Freedom of Information Act (FOIA) Overview 
(Exhibit A) for a comprehensive overview of the Freedom of Information Act and how it relates 
to the public’s access to and the conduct of meetings of boards, commissions, committees, and 
subcommittees.   
 
Robert’s Rules of Order should be used as a guide to assist Board/Commissions in the conduct of 
meetings.   
 
Meeting Public Notices, Agendas, Votes, and Minutes  
The FOIA requires the filing of certain documents with the Wilton Town Clerk within a 
specified time frame.  The Town Clerk’s Office is open Monday through Friday until 4:30 p.m.  
The following requirements are based on the FOIA and the Town Clerk Office Hours. 

Notice of Remote Public Access for a Regular Meeting (not special meeting or executive 
session) must be emailed to all the members of the board/commission and to 
minutesandagendas@wiltonct.org by at least 48 hours prior to the meeting or before 4:30 p.m. of 
two work days prior to the meeting date, whichever is earlier.  This means for a Monday or 
Tuesday meeting, notice must be emailed by 4:30 p.m. on the preceding Friday.  Notice must 
include the date, time, and Zoom link.  An agenda, filed within the above deadlines, can serve as 
notice. 

All Regular and Special Meeting Agendas must be sent to minutesandagendas@wiltonct.org at 
least 24 hours in advance of a meeting or before 4:30 p.m. of the business day prior to the 
meeting for recording and posting by the Town Clerk.  This means agendas for a Monday 
meeting or a Tuesday meeting following a Monday holiday must be filed by 4:30 p.m. on the 
preceding Friday. Agendas must include the date, time, location and/or Zoom link, if public is to 
access the meeting remotely or the in-person location, if the public is to access the meeting in-
person or both if both methods are available to the public, and the matters for which action or 
discussion will occur.  Agendas are expected to be concise, but descriptive enough that the 
public can understand the topics being considered.  Agendas of regular meetings should provide 

mailto:trackit@wiltonct.org
mailto:minutesandagendas@wiltonct.org
mailto:minutesandagendas@wiltonct.org
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an opportunity for public comment.  General catchalls, such as New Business or Additional 
Items, are not appropriate for agendas.  

Additions to the published agenda of a regular meeting can be made during the meeting by a 
two-thirds vote of the members present.  No changes can be made to the published agenda of 
a special meeting.  

Any change to the published time or in-person location for a meeting must be noticed by posting 
a sign at the original time and in-person location of the meeting.  Generally, a change in location 
should only occur within the same building.  Any change to the published time of a remote 
accessed meeting must be 1. Noticed on the Town of Wilton website and 2. Noticed by opening 
the meeting on the published link at the scheduled time and placing on the screen a notice of the 
new time and link. 

A Record of Meeting Votes (motion and vote tally stating Commissioner names and how they 
voted) must be sent to minutesandagendas@wiltonct.org within 48 hours of a meeting for 
recording by the Town Clerk.  Note: If Meeting Minutes (including a record of meeting votes) 
are sent within 48 hours of a meeting, a separate record of Meeting Votes is not necessary).   

Meeting Minutes must be sent to minutesandagendas@wiltonct.org before 4:30 p.m. within 7 
calendar days of a meeting for recording by the Town Clerk.  Minutes are expected to provide 
basic information about the meeting.  They are not expected to be a transcript of all that was said 
or transpired at the meeting.  Meeting minutes must include at a minimum the attendees (present 
and absent and method of attendance), motions, and votes (stating Commissioner names and how 
they voted).   

Sample Agenda, Meeting Votes, and Meeting Minutes documents can be found in Exhibit B.   

Regulated Boards/Commissions must follow specific legal guidelines in the preparation of 
agendas, meeting votes, and meeting minutes.  Town staff typically handle the preparation and 
submittal of these documents. 

Notice of meeting cancellation should be sent to minutesandagendas@wiltonct.org for recording 
by the Town Clerk and posted at the meeting location.  For meetings with remote public access, 
the notice should also be posted on the Town of Wilton website. 

As required by State Statute, a schedule of Regular Meetings (meetings whose times, dates, and 
places do not typically change) must be sent to minutesandagendas@wiltonct.org by January 31 
for the ensuing year. Any subsequent meeting held that is not on this list is considered a special 
meeting. 

Meeting Location 

Meetings with remote public access should be held in Room 31 of the Comstock Community 
Center or another room within the Center. Room 31 has stationary equipment to allow for remote 
broadcast.  The Center also houses a mobile unit for use in other rooms.  In-person only meetings 

mailto:minutesandagendas@wiltonct.org
mailto:minutesandagendas@wiltonct.org
mailto:minutesandagendas@wiltonct.org
mailto:minutesandagendas@wiltonct.org
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should occur at locations that are open and accessible to the general public, such as the 
Comstock Community Center.  Meetings should not be held in private settings such as a private 
residence or buildings that are closed to the public. 

For room availability/reservations at Comstock Community Center, go to 
www.wiltonparksandrec.org, click on ‘Register Now’ to log into e-Trak Recreation Software to 
check room availability and make room reservations. 

Recording of Meetings 
 
Recordings of meetings may be viewed on www.wiltonct.org or the Government Access 
Channel on Cablevision Channel 79.  Video recordings of these meetings may be viewed on 
www.wiltonct.org.  Recordings of meetings with remote public access must be made available 
within 7 days of the meeting and must remain available for at least 45 days after the meeting. 

 
IV. OTHER 

 
Press Inquiries 
 
In response to any press inquiries, only the Chairperson of the Board/Commission should speak 
on behalf of the Board/Commission.  The Office of the First Selectman should also be notified of 
press inquiries by by calling Jacqueline Rochester at (203) 563-0100 or email 
jacqueline.rochester@wiltonct.org.  
 
Town Staff 
 
Board/Commission members who require the assistance of their associated Town Department 
should direct all inquiries to the Town Department Head.  Town Department contact information 
is available on www.wiltonct.org.  
 
Town Counsel 
 
Board/Commission members who require the assistance of Town Counsel should contact the 
Office of the First Selectman by calling Jacqueline Rochester at (203) 563-0100 or email 
jacqueline.rochester@wiltonct.org.  
 
 
  

http://www.wiltonparksandrec.org/
https://etrak-ne1.com/etrak/cp?org=88&origin=http%3A//wiltonparksandrec.org/index.html
http://www.wiltonct.org/
http://www.wiltonct.org/
mailto:jacqueline.rochester@wiltonct.org
http://www.wiltonct.org/
mailto:jacqueline.rochester@wiltonct.org
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V. FREQUENTLY ASKED QUESTIONS (FAQs) 
 

A. Can I share information with other board members using email outside of 
meetings?  

 
You can share for informational purposes, but include a request that members don’t 
respond.  Otherwise an email discussion of information may qualify as an unnoticed 
meeting. 

 
B. What if a meeting doesn’t have a quorum?   

 
Do not open or hold the meeting.  The meeting should be rescheduled and noticed for a 
new date.   

 
C. What if a meeting agenda wasn’t filed on time with the Town Clerk?   

 
Do not open or hold the meeting.  The meeting should be rescheduled and noticed for a 
new date.   

 
D. Who decides whether the board/commission/committee meets in-person or remote 

via Zoom? 
 

This is a decision of the board members or the Chair. 
 

E. Who decides whether meetings are required to be recorded on Zoom?   
 

Board of Selectmen.  
 

F. Can board members attend in-person if the meeting is noticed as remote for the 
public?  

 
Yes. The notice on the agenda applies to the public only.  Members can attend in-person 
or remote, but at least one member must be in-person if the agenda notices that the public 
is allowed in-person. 

 
G. Can a board member vote on meeting minutes if s/he didn’t attend the meeting?   

 
Yes. 

 



EXHIBIT A
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FILE-SHARING AND CLOUD COMPUTING POLICY 

MARCH 10, 2021 

INQUIRIES:  JOHN SAVARESE, INFORMATION SYSTEMS DIRECTOR 

PHONE:  203-563-0144 

EMAIL: JOHN.SAVARESE@WILTONCT.ORG 

Policy Statement 

On-line and cloud-based file-sharing services (such as Dropbox) should only be used to transfer documents, not to 
store them. 

All documents and data related to Town business must be stored on the Town network and retrievable by the Town 
administration, or stored using on-line hosted services that have been approved by the Town. 

Town data shall not reside within any cloud computing environment unless the Town has entered into a 
legally binding agreement with the service provider, reviewed and approved by the Town’s Information Systems 
Director and the Town Attorney.  

Personnel shall not install file-sharing or cloud computing applications on Town computers, smartphones or iPads 
without written authorization from the Town’s Information Systems Director 

Personal cloud services accounts are prohibited for the storage, management or sharing of Town Data.  

Any Town Data residing within a file-sharing cloud computing environment must be retrievable by the Town’s 
administration and not solely by the individual who placed the data in the cloud environment.   

If an individual is participating in a project with outside parties that requires use of a file-sharing or cloud computing 
platform not owned and operated by the Town, the individual must take care that any documents that can be 
considered Town Data are backed up and preserved on the Town’s systems 

This Policy applies to all elected and appointed officials and employees of the Town of Wilton. 

Exhibit C

mailto:JOHN.SAVARESE@WILTONCT.ORG

	2023-11-30 GuideServingTownBoardCommissionFinal
	2023-11-30 GuideServingTownBoardCommissionExhibitsFinal
	FOIA Orientation 2021 EXHIBIT A (01528919xADB93)
	EXHIBIT B GUIDE TO SERVING
	PANR05-09-18-agenda Exhibit C
	BOS 04162018 Meeting Votes
	PandR pr_minutes_20180509





