
APPENDIX C 
GUIDELINES FOR CONDUCT OF WELLESLEY 

REPRESENTATIVE TOWN MEETING 
 
I.    INTRODUCTION 
 
The purpose of Wellesley Town Meeting (the “Meeting”) is to reach decisions with 
respect to the matters brought before the Meeting by a democratic process. The process 
should not be partisan or adversarial.  Rather it should demonstrate an effort by the 
elected representatives of the Town in open discussion, free from technicalities of 
parliamentary procedure, to establish constructive policies for the government of the 
Town. The Meeting depends for its effectiveness on familiarity of the Town Meeting 
Members with the matters before the Meeting and upon their ability to rely one upon the 
other and upon their elected or appointed boards and committees. 
 
All who speak to the Meeting or prepare reports to it should seek to be worthy of this 
trust. Proponents of action should make full and fair disclosure of all facts and 
considerations bearing on a problem, not merely those favoring their proposal. On the 
other hand, those opposed to a proposal should make their opposition known to the 
sponsors as soon as possible, rather than seeking to succeed by surprise at the 
Meeting.  Negotiations prior to Town Meeting are more likely than debate at Town 
Meeting to clarify the issues and to produce solutions that will receive the support of the 
Meeting as a whole. 
 
The great diversity among the residents of the Town will often lead to differences with 
respect to the matter before the Meeting. The good faith of no one should be questioned; 
rather there should be a cooperative effort to find solutions that are reasonably 
responsive to the needs of all. 
 
The Meeting shall abide by the laws of the Commonwealth including the prohibitions of 
smoking and carrying firearms on school property. 
 
The following guidelines are intended to inform and guide those who participate in the 
Meeting and thus to assist in its orderly conduct. These guidelines, except to the extent 
that they embody statutes and Town Bylaws, are not intended as rules having legal 
effect. 
 
II.      PARTICIPANTS IN THE MEETING 
 
 A. Public Meeting 

The Town Meeting is a public meeting and may be attended by all. Since only 
the Members may make motions and vote thereon, they are seated 
separately from non-members. 

 
 B. Quorum 

A majority of the Town Meeting Members shall constitute a quorum for doing 
business; but a lesser number may adjourn the Meeting to another time. 

 
 C.     Moderator 

The Moderator shall preside at the Meeting and shall regulate the 
proceedings and decide all questions of order. 



 
No one shall distribute any material at Town Meeting except with permission 
of the Moderator. 
 
The Moderator may appoint persons to assist in the conduct of the Meeting, 
including determination of the vote to the Meeting. 

 
If the Moderator is absent or cannot act, a Moderator Pro Tempore may be 
elected by the Meeting, the Town Clerk to preside at such election. 
 
The Moderator shall not be an elected Town Meeting Member and shall not 
vote with respect to any matters before the Meeting. A Town Meeting 
Member may be a Moderator Pro Tempore, but shall not vote while presiding 
at the Meeting. 

 
 D. Clerk 

The Town Clerk shall determine the presence of a quorum and shall maintain 
the records of the Meeting, including the results of all votes and other action 
taken at the Meeting. 
 
If there is no Town Clerk, or if the Town Clerk is absent from the Meeting, the 
Meeting shall elect another person (usually the Assistant Town Clerk) to act 
as Temporary Clerk of the Meeting. 

 
The Town Clerk shall not be an elected Town Meeting Member and shall not 
vote with respect to any matters before the Meeting. A Town Meeting 
Member may be Temporary Clerk, but shall not vote while acting as Clerk of 
the Meeting. 

  
 E. Town Counsel 

Town Counsel shall be present at all Meetings, and, upon request, shall 
advise the Moderator and any Member or other person present with respect 
to any pertinent question of law on which his or her opinion is requested. 
Such opinion is advisory only and not binding upon the Town, any person or 
the Meeting. 

 
If Town Counsel is unable to attend, the Selectmen shall designate another 
attorney as Acting Town Counsel to perform those duties at the Meeting. 
 
Town Counsel shall not be an elected Town Meeting Member and shall not 
vote with respect to any matter before the Meeting. A Town Meeting Member 
may be Acting Counsel, but shall not vote while so acting. 

 
 F. Tellers 

The Moderator shall appoint Town Meeting Members as Tellers for the 
purpose of counting the votes of the Meeting. Such appointments may, in the 
Moderator’s discretion, be effective for more than one session of any 
Meeting. The Tellers shall report the results of their count of the section of the 
Meeting assigned to them indicating the number in favor of the motion, the 
number opposed, and, if so instructed by the Moderator, the number 
abstaining, and such shall be announced to the Meeting and maintained with 



the records of the Meeting. Tellers may vote on any question on which they 
act as Tellers, but any Teller who decides to participate in the debate of a 
question should request the Moderator to appoint another Teller to count the 
vote on that question. 

III.     MOTIONS 
 
 A.  Need for Motion 

Action by the Meeting is taken solely by a vote of the Meeting on a motion 
duly made at the Meeting. 

 
 B. Subject of Motions 

Except for such matters as resolutions recognizing individual achievements 
and the like, no motion shall be entertained by Town Meeting unless the 
subject thereof is contained within the Warrant. The Moderator shall 
determine whether a motion is “within the scope of the warrant,” that is, 
whether the warrant gave adequate notice that the action proposed by the 
motion might be taken at the Meeting. 
 
Motions may propose action at variance with that desired by the sponsor of 
the article. Such motions may, for example, propose the establishment of a 
guideline, referral to an existing board or committee or one to be established; 
but all such motions are proper only if “within the scope of the warrant” as 
determined by the Moderator. 

 
 C. Order of Consideration 

All articles shall be considered in the order in which they appear in the 
warrant, unless the Moderator in his/her discretion or the Meeting by majority 
vote changes the order. 
 
Where there are a number of motions relating to a project calling for the 
expenditure of funds, the motion calling for the expenditure of the largest sum 
shall be the first put to vote, unless the Moderator in his/her discretion 
decides to change the order. 

 
D. Formal Requirements 

Motions can be made only by a Member of the Meeting. All motions other 
than procedural motions must be in writing signed by the sponsoring 
Member. No seconds are needed for any motion. 
 
Sponsors of motions are required to submit their motions to the Selectmen by 
a date specified by the Selectmen.  The motions must also be submitted to 
the Moderator and the Chair of the Advisory Committee. 
 
The exact form of any motion or amendment must be either distributed to 
Town Meeting Members or projected on a screen at Town Meeting before a 
vote thereon can be taken. 
 
After the initial call to order of any Annual or Special Town Meeting, if a 
proponent informs the Moderator of an intention to present an amendment or 
substitute motion or resolution, notice of the action and the text must be 



made available to Town Meeting members before action is taken on the 
article to which it relates. 

 
 E. Notice to Moderator 

Every person who prior to the Meeting has decided to make a motion with 
respect to an article should inform the Moderator and the Chairman of the 
Advisory Committee prior to the Meeting, or if the decision to make a motion 
is reached only during the Meeting, as early as convenient thereafter. 

 
 F. Reconsideration 

Motions to reconsider any action shall be entertained only if in the view of the 
Moderator there is reason to suppose that Members may have changed their 
minds. The Moderator may rule that any motion is a motion for 
reconsideration if it is not substantially different from a motion previously 
voted upon. 
 
No action taken at any session of a Town Meeting shall be reconsidered at 
any subsequent session, unless notice of intention to move for 
reconsideration shall have been given at the session at which such action 
was taken. If action taken at the final session is to be reconsidered, debate 
and a vote on a motion for reconsideration may occur at the same session 
only after all articles have been acted upon unless, in the Moderator’s 
discretion, debate and a vote on the motion at an earlier point in the session 
would expedite the conduct of the session. Any vote which requires more 
than a simple majority for passage shall require a 3/5ths vote in order to be 
reconsidered by Town Meeting. 

 

IV.     DEBATE 
  
 A. Persons Authorized 

All residents of Wellesley, whether or not Town Meeting Members or 
registered voters, may address the Meeting. Non-residents may address the 
Meeting with the approval of the Moderator or a majority of the Meeting. 

 
 B. Permission of the Moderator 

Persons wishing to address the Meeting shall raise their hand or stand and 
wait until they are recognized by the Moderator and no one shall address the 
Meeting without first requesting and receiving the permission of the 
Moderator. 

 
 C. Identification of Speaker 

Each person addressing the Meeting shall begin by stating his or her name 
and precinct, if a resident of Wellesley, or place of residence if a non-
resident. 

 
 D. Conduct 

All remarks should be limited to the subject then under discussion. It is 
improper to indulge in references to personalities and all expressions of 
approval or disapproval, such as applause or booing, are out of order. 

 



The Moderator may request any person to keep silent. If, after warning from 
the Moderator, a person refuses to be silent or persists in other disorderly 
behavior, the Moderator may order such person to withdraw and if he or she 
fails to withdraw, may order a police officer to remove such person from the 
Meeting. 

 
 E. Personal or Financial Interest 

Individuals who have a personal or financial interest with respect to a matter 
may speak or vote thereon but should frankly disclose their interest before 
speaking. However, no Town Meeting Member should accept compensation 
for speaking to or voting at the Meeting. 

 
 F. Time 

There is no time limit to the debate of any question. Accordingly, motions to 
limit time for debate or to call the question are not in order. However, each 
individual who speaks to the Meeting should make an effort to be as brief as 
possible, out of consideration for the others attending the Meeting and the 
need to give adequate time to all matters coming before it.  The Moderator 
may request that all persons who intend to speak for more than five minutes 
give him/her notice before the start of the session. 

 
 G. Repeated Speaking 

In order to give all a fair opportunity to speak, no one who has addressed the 
Meeting on any particular motion shall speak again, except to answer 
questions, until all others wishing to speak to the motion have done so. 

 
 H. Maps 

The Planning Board has slides of Town maps available for use at all 
Meetings and may be requested on reasonable notice to make available a 
slide of any map appropriate to the subject under discussion. 

V.       VOTING 
 
  A. Method 

Except as specifically otherwise provided by law or these rules, voting shall 
be by voice vote or show of hands as the Moderator may determine and the 
Moderator shall declare the results of such vote. If a vote so declared is 
immediately questioned by seven or more Members, the result shall be 
determined by counting the votes of the Meeting by means of a standing 
vote. 

 
VI.    DEFINITIONS 
 
 A. Roll Call 

Upon motion supported by not less than sixty members and made prior to the 
taking of a standing vote, the vote shall be by a roll call of all Members, the 
Clerk to indicate on the record with respect to each Member, “Aye,” “Nay,” 
“Abstain,” or “Not Present” as the case may be. 

 
 B. Secret Votes 

 There shall be no secret ballots or other secret votes at Town Meeting. 



 
 C. Majorities 

Except as otherwise provided by law or the Town’s Bylaw, all actions of the 
Meeting shall be taken upon vote of a simple majority of those present and 
voting. 

 
 D. Ballot Vote 

(a) Upon a motion supported by not less than 20 Members made prior to a 
vote on any question (whether required by law to be a counted vote or not), 
the vote shall be taken by ballot in such form as will in the opinion of the 
Moderator indicate how individual Town Meeting Members have voted on a 
question. The results of such vote shall be announced in terms of the 
numbers of aye, nay, or abstain votes cast. The Town Clerk shall, within a 
reasonable time after the session has been adjourned, compile a list of 
Members voting on the question, which list shall disclose how each Member 
voted. Said list, together with the original ballots, shall be open to public 
inspection so that the public shall be able to determine the way in which each 
Town Meeting Member voted on the question, and shall be preserved for at 
least 3 years. 

 
 (b) If a law or a by-law requires a two-thirds vote for action by the Meeting, 
the Moderator is authorized to declare the vote without taking a count, subject 
to the roll call and ballot vote provisions noted above. If more than a two-
thirds vote is required, the Moderator may first determine whether the vote is 
unanimous, and if it is not, the vote shall be counted either by means of a 
standing vote or by roll call, or by ballot as provided in the Town's Bylaw. 

 
VII.   ADJOURNMENT AND DISSOLUTION 
 
    A. Adjournment 

Sessions of the Town Meeting shall normally adjourn about 11 o’clock in the 
evening but may adjourn at such earlier or later time as the Town Meeting 
upon vote of a majority of its Members may determine. 

 
     B. Dissolution 

The Meeting shall not dissolve until all articles in the warrant with respect to 
which any Member wishes to make a motion have been considered. 

 
VIII.   RECORD OF MEETING 

The Town Clerk in consultation with the Moderator shall prepare and maintain a 
complete record of the Meeting at the office of the Town Clerk where, upon 
request, it may be inspected by any interested person and also shall deposit a 
copy of such record at the Main Library. Such record may, but need not be, 
verbatim. However, it shall as a minimum contain the text of all articles and 
motions, whether main motions or subsidiary motions, the name of the moving 
party, the action of the Meeting with respect thereto and such summary of 
statements made at the Meeting as will in the opinion of the Town Clerk contribute 
to a better understanding of the action of the Meeting. 

 



  IX.  REFERENCE TO TOWN MEETING RULES 
Wellesley Representative Town Meeting was established by Chapter 202 of the 
Acts of 1932 which has been amended several times since then. Certain customs 
have developed in the conduct of the Town Meeting. Wellesley custom does not 
differ substantially from the custom of other representative town meetings, as 
generally described in Town Meeting Time (Little, Brown, and Company 1962), a 
book which also contains references to applicable court decisions and statutes. All 
custom may be changed by law, or the Bylaws of Wellesley, as from time to time 
amended. 

 
It is the combination of the foregoing which produces the “rules” of Wellesley Town 
Meeting in conformity with which the Moderator regulates the conduct of the meeting. 
 


