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THE INS AND OUTS OF TOWN BOARD MEETINGS

A common source of confusion among residents is the Town Board Meeting process, so in order to shed some light on
how it all works, please see below.

When is it?
Who attends?
Is it open to the public?

What happens?

Are there minutes?

When is it?

Who attends?
Is it open to the public?

What happens?

Are there minutes?

STAFF MEETING
Staff Meetings are held on the Friday before each Town Board Meeting at 9:30 a.m.

The Town Supervisor and all Department Heads
No

Department Heads discuss items they wish to present to the Town Board at
Workshop. The Town Clerk collects all of this information and prepares a draft
Workshop Agenda, which is uploaded to the Town’s website by the end of the day.

No, but the topics of the meeting are converted into Workshop Agenda items.

TOWN BOARD WORKSHOP

Town Board Workshops are held at 4:30 p.m. on the Monday prior to Town Board
Meetings in the Conference Room, unless otherwise advertised. In the event there
is a holiday on Monday, the Workshop is typically held on the Tuesday prior to the
Town Board Meeting. Please see the Town website for the exact dates.

The Town Supervisor, Town Board Members, and Department Heads
Yes! However, residents are only able to listen.

On the Monday (or Tuesday if there’s a holiday on Monday) following staff meeting,
the Town Clerk’s Office assembles all of the information from the different
departments relating to the Workshop Agenda items and finalizes the Agenda. The
Workshop information is then given to the Town Board Members. At the
Workshop, the Town Supervisor, Town Board Members, and Department Heads
discuss everything on the Agenda and discuss proposed Resolutions for the Town
Board Meeting that Wednesday. This is when the Town Board decides whether a
proposed Resolution will be heard at the Town Board Meeting.

Yes! Something new the Town Clerk’s Office began doing in September 2014 was to
prepare Minutes from Town Board Workshop Meetings. These Workshop Minutes
are uploaded to the Town website once they are approved by the Town Board at
the following Workshop Meeting.



When is it?

Who attends?

Is it open to the public?

What happens?

Are there minutes?

TOWN BOARD MEETING

Town Board Meetings are held at 7:00 p.m. in the Main Meeting Room at Town
Hall and are scheduled for the first and third Wednesday of every month, except
for the months of July and August when they’re held once a month on the third
Wednesday. Please see the Town website for the exact dates.

The Town Supervisor, Town Board Members, and Department Heads

Yes! At the beginning of each Town Board Meeting, there is an opportunity for
any resident to speak about any of the items on that Meeting’s Agenda.
Additionally, at the end of each Town Board Meeting, there is an opportunity for
any resident to speak about any item involving the Town of Henrietta.

Following Workshop, the Town Clerk’s Office prepares the Agenda and
Resolutions for the Town Board Meeting and assigns Town Board Members to
motion and second the Resolutions. Once everything has been approved by the
Town Supervisor, the Agenda and Resolutions are uploaded to the Town website
prior to the meeting. The Town Board Meeting is where the Town Board formally
adopts all the Resolutions they were initially presented at the Town Board
Workshop. Each Resolution is read aloud by a Town Board Member and seconded
by a Town Board Member, after which the roll is called and each Town Board
Member votes either “aye” or “nay.”

Each Town Board Meeting follows the same format:

Roll Call

Silent Prayer

Pledge of Allegiance to the Flag

Public Presentation/Agenda ltems

Approval of Minutes of the Preceding Meeting(s):
Miscellaneous Communications

Public Hearing (if applicable)

Introduction of and Action Upon Local Laws, Ordinances, Resolutions
. Reports of Standing Committees and Actions Thereon
10. Reports of Special Committees

11. Public Comment

12. Adjournment
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Yes! After each Town Board Meeting a verbatim transcription of the Meeting
Minutes are prepared, which can be a lengthy process especially for longer
meetings. Once the Minutes have been prepared, they are approved by both the
Town Clerk and the Town Supervisor. Next they are uploaded to the Town
website as “Unapproved Minutes” enabling residents to view information about
the Meeting sooner. The unapproved Minutes are sent to the Town Board for
review before they officially vote on the approval of the Minutes at the following
Town Board Meeting. It is after the official approval of the Minutes that they are
uploaded to the Town website in the final state.



Frequently Asked Questions

What is a Special Permit Meeting and why is it different from a Town Board Meeting?

The Henrietta Town Code mandates what types of uses or actions require the issuance of a Special Use Permit by the
Henrietta Town Board. When a Special Use Permit is required, a Public Hearing is scheduled in front of the Town Board
so that the Applicant can present their case to the Town Board and to any interested residents. This “Special Permit
Meeting” is scheduled immediately prior to Town Board Meetings and the start time is based on the number of
applications on the agenda.

How can | be notified when updated Town Board information (agenda, minutes, etc.) is available?
On the Town website (www.henrietta.org), there is a link under the “Quick Links” on the right hand side that says
“Newsletter Signup.” If you click on “Newsletter Signup” you can select any of the following options:

e Zoning Board Agendas & Minutes

e Town Board Agendas & Minutes

e Recreation Forms, Fliers & Events

e Recreation Brochure

e Planning Board Agendas & Minutes

e Messages from Supervisor

e Library Board Agendas & Minutes

e Henrietta Happenings Newsletter

e Conservation Board Agendas & Minutes



