
TOWN OF NORWICH 

DEVELOPMENT REVIEW BOARD 

AGENDA 

Thursday, May 15, 2025 

6:30 PM 

Via Zoom and in Person at Tracy Hall: 

Topic: Development Review Board 

Time: May 15, 2025 06:30 PM Eastern Time (US and Canada) 

Join Zoom Meeting 

https://us02web.zoom.us/j/89931976970 

Meeting ID: 899 3197 6970 

888 475 4499 US Toll-free 

1. Call to Order

2. Approve Agenda

3. Approve Minutes

4. Public Comments

5. Announcements and Correspondence

6. Review and Adopt Rules of Procedure

7. Elect Officers

8. Zoning Administrator Update and Upcoming Matters

9. Other Business

10. Adjournment

Future Meeting: TBD  

DRB Minutes available at: http://norwich.vt.us/development-review-board/ 

To receive copies of Town agendas and minutes, please send an email request to be added to the town email 

list to the Town Manager’s Assistant at: manager-assistant@norwich.vt.us 

https://us02web.zoom.us/j/89931976970
http://norwich.vt.us/development-review-board/
mailto:manager-assistant@norwich.vt.us


TOWN OF NORWICH 

 DEVELOPMENT REVIEW BOARD 

Draft Minutes  

Thursday, April 24, 2025 

Tracy Hall and Zoom 

Members present: Patrick Bradley (chair), Don McCabe, Emily Myers, Alec Orenstein, 

Matthew Stuart 

Alternates present: Barry Rotman, Elissa Close 

Members absent: Sue Pitiger, Linda Gray 

Staff: Steven True, Planning Director & Zoning Administrator 

Minute Taker: Steven True 

Members of the Public: Tom Colacchio, Bridget Colacchio, Marie Colacchio (via Zoom) 

Andrew Cliburn, Edwin Childs, Brad Ruderman, Victor Child, Louise Nunan-Taylor, Jeff 

Goodrich, Paul Doscher, Carmen McCampbell, Stuart, McCampbell 

1. Call to Order: by Chair Bradley at 6:32 pm. Roll call of Board members.

2. Approve Agenda: Myers moved, Orenstein seconded a motion to approve the agenda. Motion

carried unanimously.

3. Minutes: McCabe moved, Myers seconded a motion to approve March 20, 2025, minutes.

Motion carried. Alec Orenstien abstained.

4. Public Comment: none.

5. Announcements and Correspondence: none.

6. Public Hearings

6a Application #16BSUB25: Final Plat review for a two-lot subdivision; Applicant(s): Thomas 

A. and Marie D. Colacchio; 44 Four Wheel Drive.

The chair opened the hearing at 6:36 by swearing in the applicants present and their 

representative. Rotman moved, Orenstein seconds to accept the exhibits into the record. Andrew 

Cliburn, speaking for the applicants, introduces the application, noting the presence of a 

development envelope that minimizes impacts to the area of steep slopes present on the east 

portion of the property. 

The board reviews the application pursuant to Sections 3.03 to 3.10 under Article III of the 

Town’s Subdivision regulations. The chair asks if there is anyone present from the public who 

has questions for the applicant, hearing none, asks for a motion to close the public hearing.  

Orenstein so moves, Don McCabe seconds. The motion carries unanimously, the public hearing 

is closed at 6:45. 

6b Application #11BSUB25: Final Plat Review for a two-lot subdivision; Applicant(s): Victor 

B. and Mara Child; 1802 Turnpike Road.
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The chair opened the hearing at 6:48 by swearing in the applicants present and their 

representative. McCabe moved, Rotman seconds to accept the exhibits into the record. Mr. Child 

and Mr. Ruderman spoke to the application, noting that the applicant had secured a Vermont 

State Wastewater Systems and Potable Water Supplies Permit, and that Lot 2 of the proposed 

subdivision had received a wetland delineation.   

Board members ask the applicants clarifying questions around proposed lighting. The applicant 

suggests mitigating excess light by using down-facing lights. The applicant is asked about the 

portion of lands on the property within the identified scenic resources overlay. The applicant 

notes that there was a house, which subsequently burned down, and barn which still stands 

within this area. 

The chair asks if there is anyone present from the public who has questions for the applicant; 

Louise Nunan-Taylor, an abutter to the property, asked where the applicant was planning on 

building a new house. The applicant indicated that it would be on the footprint of the barn, and 

any additional accessory structures would be in the proposed development envelope. Abutting 

neighbor, Edwin Childs, introduced himself as a neighbor. 

The board and applicant debated lot allotment with the applicant Mr. Child indicating that he 

would allot six (6) future lots to Lot 1 and five (5) to Lot 2. 

The chair asks the board and members of the public if there are any further questions; hearing 

none, asks for a motion to close the public hearing. Myers so moves, Stuart seconds. The motion 

carries unanimously, the public hearing is closed at 7:18 

Application #13BSUB25: Preliminary Plat Review and waiver request for a two-lot subdivision; 

Applicant(s): Carmen T. and Stuart McCampbell, Trustees of the Carmen T. McCampbell Living 

Trust; 225 Tilden Hill RD 

The chair opened the hearing at 7:20 by swearing in the applicants present and their 

representative.  Mr. Goodrich and Mr. McCampbell speak to the application, which requires a 

waiver of the Town’s driveway requirements. The board reviews the plans submitted by the 

applicant. The board asks clarifying questions about protections for forest blocks, fire protection  

and drive way design. The applicants discuss the prior approval of a similar driveway on prior 

subdivision of the property. . The chair asks if there is anyone present from the public who has 

questions for the applicant, hearing none, asks for a motion to close the public hearing.  Stuart so 

moves, Don McCabe seconds. The motion carries unanimously, the public hearing is closed at 

7:52. 

7. Deliberative Session: Bradley moved; Myers seconded a motion to enter deliberative session

at 7:53; carried unanimously.

McCabe moved; Myers seconded a motion to return to public session at 8:16; carried 

unanimously. 



8. Zoning Administrator update: Discussion of upcoming organizational meeting at the next

regular meeting

9. Other Business: none

10. Meeting Adjournment: Bradley moved; McCabe seconded a motion to adjourn. Motion

carried unanimously; meeting adjourned at 8:18 pm.

Respectfully submitted, 

Steven William True 



NORWICH DEVELOPMENT REVIEW BOARD 

RULES OF PROCEDURE

Adopted 10-2-14 

ARTICLE 1 

GOVERNING RULES 

101 SOURCE OF AUTHORITY 

The purpose, functions, organization and procedures of this Development 

Review Board shall be governed by the provisions of all applicable state 

statutes, municipal regulations, and these rules.   

102 ESTABLISHMENT OF DEVELOPMENT REVIEW BOARD 

As used in these rules, the term "Board" shall mean the Development Review 

Board duly appointed by the legislative body of the Town of Norwich under 

the authority of 24 V.S.A. Section 4460. 

ARTICLE 2 

MEMBERS, OFFICERS AND DUTIES 

201 NUMBER OF MEMBERS, TERMS 

The Board shall consist of seven members, appointed to three-year terms by 

the Selectboard.  Terms shall begin May 1 and end on April 30.  These 

members constitute the voting members of the Board unless these rules 

provide otherwise. 

202 ALTERNATE MEMBERS 

The Board shall also include three alternate members, appointed to three-year 

terms by the Selectboard. Terms shall begin on May 1 and end on April 30. 

203 ELECTION OF OFFICERS 

The Board shall elect, by majority vote, a chairperson and vice-chairperson 

annually at the first Board meeting following May 1 each year.  These officers 

shall perform the duties prescribed by state law, Norwich regulations, and 

these rules.    

204 DUTIES OF CHAIR 

The chairperson shall call the meeting together, preside over all meetings and 

hearings of the Board, maintain order, decide all questions of order and 

procedure, subject to these rules, and shall appoint any committees found 

necessary to carry out the business of the Board.  He or she may administer 

oaths and compel the attendance of witnesses and the production of material 

germane to any issue before the Board. The chairperson's signature shall be 

the official signature of the Board and shall appear on all written decisions of 

the Board. 
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205 DUTIES OF VICE-CHAIR 

The vice-chairperson shall assume the duties and powers of the chairperson in 

his or her absence.  The chairperson shall normally preside at all meetings, the 

vice-chairperson presiding in the chairperson’s absence.  When both these 

officers are absent from a meeting, the voting members present shall decide 

who shall preside pro tem.   

206 ATTENDANCE EXPECTED OF MEMBERS 

Attendance is expected from Regular Board members at most meetings. A Board 

member unable to attend a meeting or hearing should notify the chairperson or clerk 

24 hours prior to the meeting or hearing.  If a member’s total absences exceed 60 

percent of the total meetings and hearings during the prior twelve months, the Board 

may recommend to the Selectboard that the member be removed and replaced. 

207 ABSENCES AND ALTERNATE POLICY 

Members must notify the clerk as soon as they know they will be unable to 

attend or participate in a hearing.  An alternate member will serve whenever 

there is a vacancy or conflict of interest of a regular member with respect to 

an application or appeal. Alternate members shall continue with the assigned 

case for its duration. The clerk shall maintain a list of alternates and contact 

alternates to ask them to serve.  Alternates shall be initially listed in the order 

of their birth month.  Once an alternate has served or been asked to serve on a 

case, the alternate’s name is placed on the bottom of the list.  Upon the need 

for an alternate, the first alternate on the list shall serve unless unable to 

participate, in which case the next alternate able to participate shall serve. An 

alternate shall be considered a voting member of the Board for matters to 

which that alternate is appointed. An alternate may participate in a hearing as 

an alternate member but may not participate in deliberations or vote on a 

decision unless appointed to replace a member no longer participating.  

208 VACANCIES AND REMOVAL  

Any resignation from the Board shall be submitted to the Selectboard with 

copies to the chairperson and the clerk.  Any vacancy in the membership of 

the Board shall be filled by the Selectboard. Any resignation from an officer 

position shall be submitted to the other officers of the Board.  An officer of 

the Board may be removed without cause by a two-thirds vote of the Board. 

Any vacancy in the offices of chairperson or vice-chairperson shall be filled 

by election, for the unexpired term, at the next regular meeting of the Board. 
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ARTICLE 3 

CLERK 

301 CLERK 

The Clerk is not a member of the Board. The Zoning Administrator or his/her 

appointee shall serve in the office of clerk.   

302 DUTIES OF THE CLERK 

The clerk shall conduct all official correspondence, subject to these rules and 

at the direction of the Board; shall issue the proper forms, compile all 

information, maps, and records for the Board's review; shall send out all 

notices required by law and these rules of procedure; shall keep the minutes of 

all Board actions and proceedings, showing the vote of each member upon 

every question, or if absent, disqualified, or failing to vote, shall so indicate; 

shall include in the minutes the names and addresses of all witnesses, a 

summary of the facts on which the decision is based and the decision 

rendered; shall prepare reports and perform other duties as directed by the 

chairperson of the Board; and shall keep records of its examinations and other 

official actions.   

303 RECORDS 

All minutes and records of examinations and other official actions shall be 

filed promptly with the town clerk as a public record. The clerk shall maintain 

a file of documents, physical evidence, public proceedings, and decisions 

showing the vote, absence, or failure to vote of each member upon each 

question, as part of the records of the Board.  All records of the Board shall be 

public records except if exempted by statute. 

ARTICLE 4 

MEETINGS 

401 REGULAR MEETINGS 

Regular meetings of the Board shall be held on the first Thursday of each 

month and as needed at the call of the chair, on the third Thursday of the 

month, unless the majority of the Board establishes a different schedule for 

regular meetings.  The clerk shall give each member of the Board 14 days 

prior written notice of any initial hearing on an application or an appeal. 

402 SPECIAL MEETINGS 

Special meetings of the Board may be called by the chairperson, or upon the 

request of two members of the Board, for the purpose of transacting any 

business designated in the call provided that at least 24 hours written notice of 

the time, place, and business of such meeting shall be given each member and 

proper notice given to the applicants, interested parties, and the public. 
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403 ADVANCE DISTRIBUTION OF AGENDA 

The clerk shall furnish each voting member with the agenda for the next 

meeting, together with minutes of the last one and any pertinent documents 

due for discussion.  Delivery of these materials shall be in such a manner so 

that each member receives them at his home address at least 48 hours before 

the meeting.  

404 OPEN MEETING LAW REQUIREMENTS 

All meetings of the Board and its committees shall be duly noticed and open 

to the public to the extent required by law.  Deliberative sessions shall be 

closed to the public unless the Board votes to conduct deliberative session 

with the public in attendance.   

405 ORDER OF BUSINESS 

The order of business at all regular meetings of the Board shall be as follows 

unless modified by the Chair or a majority of the members present: 

 Call to order and roll call.

 Approve agenda.

 Public comment.

 Reading and approval of the minutes of the preceding meeting.

 Administrative issues and calendar.

 Action on held cases.

 Public hearings (when scheduled), action on new cases.

 Old business.

 New business.

 Adjournment.

406 CONTINUING MEETINGS OR HEARINGS 

The Board may continue a meeting or hearing if all applications or appeals 

cannot be disposed of on the day set.  No further public notice shall be 

necessary provided that the date, time, and place of the continued meeting or 

hearing shall be announced before adjournment. 

407 AVAILABILITY AND POSTING OF MINUTES 

The clerk shall circulate draft minutes of each meeting by email within 5 days 

of adjournment.  Copies of draft minutes shall be available for public 

inspection at the Zoning Administrator's office and posted on the Town’s 

website within five calendar days of the meeting. The clerk shall post final 

minutes of each meeting on the public bulletin board inside Tracy Hall, and 

file copies with the Selectboard and the Town Clerk.   
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ARTICLE 5 

VOTING 

501 QUORUM REQUIREMENTS 

For the conduct of a meeting or hearing and the taking of any action a quorum 

must be present, which shall consist of four members, of the Board regular or 

alternate.  

502 CONFLICTS OF INTEREST REGARDING PARTICULAR MATTERS 

No Board member shall participate in any hearing or vote on any matter in 

which he or she has a personal or financial interest, whether direct or indirect, 

as defined at 12 V.S.A. §61(a) and 24 V.S.A. §1203.  For purposes of this 

section, prohibitions referring to those within the fourth degree of 

consanguinity or affinity shall refer to the person's spouse, as well as to the 

person's and the spouse's: parent, child, brother, sister, grandparent, or 

grandchild.   

At the outset of every public hearing, the chairperson shall invite members to 

disclose any potential conflict of interest he or she may have with regard to 

the matter before the Board.  The chair shall then invite the applicant and any 

interested party to raise any concerns they may have regarding any member’s 

potential conflict of interest regarding the matter before the Board. The 

decision to recuse oneself shall be made by the member in question.  

Disqualification due to recusal under these circumstances constitutes an 

excused absence. 

503 VOTING BY ABSENT MEMBER 

Unless a member has attended all public hearings on a matter or examined the 

record and become familiar with the evidence presented from an audio 

recording of the proceedings, he or she shall not participate in deliberative 

sessions or cast a vote on that matter. 

504 MAJORITY VOTE REQUIREMENT 

Determinations on any matter before the Board shall require the concurrence 

of a majority of the voting members of the Board, regardless of any absences, 

vacancies, or disqualifications not otherwise filled by an alternate. 

505 CONTINUANCE 

If the Board is unable to obtain the concurrence of a majority of its members 

on a matter due to the absence of one or more members from the vote, it shall 

recess and reconvene to deliberate further. 

506 RECORD OF VOTES OF MEMBERS 

Final vote in deliberative session shall be made part of the written decision. 
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ARTICLE 6 

FILING OF APPEALS AND APPLICATIONS 

601 SUBMISSIONS OF REQUIRED SUPPORTING INFORMATION 

Applications and appeals shall be submitted on, and provide the information 

requested by, the form prescribed by the Board.  Applicants shall provide any 

additional information, plans, documents, or data as may be deemed necessary 

for the Board to be fully informed regarding the application or appeal, 

whether or not such information is called for by the official form. The Board 

shall not consider any application or appeal unless it has been submitted on 

the appropriate form with the requested information, together with payment of 

any applicable fee. Applications must be signed by both the applicant and the 

property owner. 

602 COINCIDENT DISTRIBUTION RULE  

All application materials shall be available to the board, abutters, and the 

public on the day public notice is issued.  Materials for the board shall be sent 

to DRB members by the clerk 10 days prior to the hearing.  Any additional 

materials submitted by the applicant after the time public notice has been 

issued will not be considered as part of the application unless specifically 

accepted by a vote of a majority of the DRB at the public hearing.  Interested 

persons, other than the applicant, shall submit filings five days in advance of 

the public hearing to the Applicant and the Clerk, to allow the board and the 

applicant time for review. 

Public notification shall include a description of the proposed project and shall 

be accompanied by information that clearly informs the recipient where 

additional information may be obtained and that participation in the public 

hearing may be a prerequisite to the right to take any subsequent appeal to the 

Environmental Court.  The notification shall include the specific application 

type, including whether a subdivision hearing is preliminary, intermediate, or 

final, to assist all parties in identifying the regulations applicable to the case. 

Application materials shall include, at a minimum, all items required by the 

applicable regulations, completed questionnaires, and density calculations.  

Optional items include photographs, narratives, drawings, and supplemental 

materials the applicant wishes the Board to consider. 

This rule is intended to ensure the public has effective notice; to provide 

everyone interested in the application sufficient opportunity to review the 

application materials in advance of the public hearing; and to promote fair and 

open land use review proceedings. 
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ARTICLE 7 

HEARINGS AND REHEARINGS 

701 PRE-APPLICATION PROCEDURE 

(a) Any person contemplating submitting an application in accordance with

the Norwich regulations is required to meet with Norwich planning and

zoning staff prior to submitting an application to receive guidance regarding

the application and review process and the standards in effect.

(b) All applicants seeking review or a permit are encouraged to notify abutting

landowners and other potentially interested persons prior to submitting an application

to ensure that legitimate concerns of neighbors are addressed early in the process.

(c) All applicants are encouraged to submit plans to the Norwich Fire Department,

Norwich Public Works Director, and Norwich Conservation Commission for

comments prior to submitting an application to the DRB.

702 ASSIGNMENT FOR HEARING 

Applications or appeals shall be assigned for hearing in the order in which 

they are received.  Initial hearings shall be scheduled within 60 days of the 

filing of the completed application or notice of appeal, and the payment of the 

required fee.  A hearing shall be held within 15 days of filing a request for a 

stay of enforcement. 

703 SITE VISITS 

(a) The Board, collectively or through a subcommittee, may conduct a site

visit to a property that is the subject of a hearing.  Interested parties and

members of the public shall receive notice of all site visits as required by state

law and Norwich regulations; and are entitled to attend such visits.

(b) Site visits are an opportunity for the Board to become familiar with the

physical characteristics of the site. Site visits are not hearings.  Interested

parties may point out relevant conditions and features of the site. The Clerk

shall maintain a log of conditions and features so noted.  Comments,

questions, and the submission of documents by any person should be reserved

for the public hearing.

(c) In the event an applicant refuses any party or member of the public access to a

duly noticed site visit, the Board shall terminate the site visit and may, at its

discretion, (i) prohibit the applicant from introducing evidence regarding specific

conditions and features on the site, or (ii) dismiss the application as incomplete.
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704 PERSONS ENTITLED TO PARTICIPATE 

(a) "Party," for purposes of this Article, means the applicant and “interested

persons,” as defined in 24 V.S.A. §4465(b).

(b) Pursuant to 24 V.S.A. §4465(b), an interested person includes members of

the public in two categories:  (i) a person owning or occupying property in the

immediate neighborhood of a property that is the subject of any decision, who

can demonstrate a physical or environmental impact on the person's interest

under the criteria reviewed, and who alleges that the decision or act, if

confirmed, will not be in accord with the policies, purposes, or terms of the

plan or bylaw of the municipality. or (ii) any ten persons who may be any

combination of voters or real property owners within the municipality who, by

signed petition to the Board, allege that any relief requested by a person under

this title, if granted, will not be in accord with the policies, purposes, or terms

of the plan or bylaw of that municipality. This petition to the Board must

designate one person to serve as the representative of the petitioners regarding

all matters related to the appeal.

A majority vote of the Board shall qualify a person as an interested person by

virtue of owning or occupying land in the immediate neighborhood, but at a

minimum shall include all persons owning property abutting the subject

parcel.  The Board may grant “provisional interested person status” to a

person requesting to be accepted as an interested person. A final decision

regarding their status may be made at the end of the hearing. Signed petitions

of 10 persons owning land in the municipality should be submitted at least one

full day before the hearing date when all 10 persons will not attend the

hearing.  The petition shall include the name and signature of each property

owner and the street address and tax map lot number of the property owned.

The petition must designate one person to serve as the representative of the

petitioners regarding all matters related to the hearing.

(c) Only interested persons have the right to present evidence, question

witnesses, and otherwise participate at hearings. Opportunity shall be given to

all interested persons to respond and present evidence and argument on all

issues involved.

(d) The Board may permit limited public comment and questions by persons

not qualified as interested persons.  Such comments and questions shall (i) be

relevant to the specific application or appeal at issue; and (ii) not cause undue

delay in the conduct of the hearing.  Public comment does not constitute

evidence.

705 PROCEDURE AT HEARING 

The chairperson shall cause the hearings to be recorded.  The chairperson may 

conduct all or part of the hearing by telephone, television, or other electronic 

means, if each participant in the hearing has an opportunity to participate in, 

hear, and, if feasible, to see the entire proceeding as it is taking place. 
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Transcriptions of the proceedings of public hearings shall be made upon 

request and payment of the reasonable costs of transcription by any party. 

706 EVIDENCE 

All testimony of parties and witnesses must be made under oath or 

affirmation.  Irrelevant, immaterial or unduly repetitious evidence shall be 

excluded.  Evidence may be admitted if it is of a type commonly relied upon 

by reasonably prudent people in the conduct of their affairs. The rules of 

evidence used in Vermont courts shall not apply unless otherwise required by 

law.  Documentary evidence may be received in the form of copies or 

excerpts, if the original is not readily available. Upon request, parties shall be 

given an opportunity to compare the copy with the original.   

707 EX-PARTE COMMUNICATIONS 

Board members shall not communicate, directly or indirectly, with any party, 

party's representative, party's counsel, or any person interested in the outcome 

of the application or appeal, on any issue in the application or appeal, while it 

is pending, without notice and opportunity for all parties to participate. Any 

Board member who receives an ex-parte communication on any issue relating 

to the proceeding shall place on the record all written communications 

received, all written responses to those communications, and a memorandum 

stating the substance of all oral communications received, all responses made, 

and the identity of each person making the ex-parte communication. 

708 APPEALS 

Appeals from a decision of the Board shall be taken in the manner established 

under applicable statutes and rules of the Vermont courts. 

709 RECONSIDERATION 

An application for rehearing or reconsideration may be made in the same 

manner as provided for the original application or appeal. The Board may 

reject any application or appeal without hearing and render a decision thereon, 

which shall include findings of fact, within 10 days of the date of filing of the 

application or notice of appeal, if (i) the board considers the issues raised by 

the application or appeal have been decided in an earlier case; and (ii) there 

has been no substantial change in the evidence, facts, or circumstances of the 

case. 
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ARTICLE 8 

MUNICIPAL ADMINISTRATIVE PROCEDURE ACT 

“ON THE RECORD” REVIEW 

801 MAPA 

On May 9, 2007, the Norwich Selectboard adopted MUNICIPAL 

ADMINISTRATIVE PROCEDURE ACT (MAPA) (24 V.S.A. § 1201 et seq.) for all 

DRB hearings warned after August 1, 2007.  All procedural requirements for MAPA 

are incorporated in these Rules of Procedure. 

802 “On the Record” Review 

On May 9, 2007, the Norwich Selectboard adopted “On the Record” Review of all 

appeals of DRB decisions for hearings warned after August 1, 2007. (24 V.S.A. 

§4471(b)).  The Environmental Court review will be based on Rules for

Environmental Court Proceedings, Rule 5(h)(1).

ARTICLE 9 

DECISIONS 

901 FORM OF DECISION 

A final decision on any application or appeal shall be approved by a majority 

of the members of the Board and signed by the chairperson.  The decision 

shall be in writing and shall separately state findings of fact and conclusions 

of law, identifying all supporting evidence relied upon in reaching its 

conclusion. Findings of fact shall be based exclusively on the evidence of 

record. Conclusions of law shall be based on the findings of fact.  The 

decision may include conditions binding on the applicant. 

902 NOTICE OF DECISION 

The clerk shall send the applicant a copy of the decision by certified mail at 

the mailing address set forth in the application. The clerk shall also mail 

copies to interested persons who appeared at the hearing and submitted a 

written request for a copy of the decision.  A copy of the decision shall be 

filed with the Town Clerk as a part of the public records.  The date of the 

mailing and filing of each decision shall be entered in the official records of 

the Board. 

ARTICLE 10 

GENERAL RULES 

1001 APPLICATION 

These rules of procedure create only procedural rights and impose only 

procedural duties. They are in addition to those created and imposed by 

applicable statutes and Norwich regulations. 
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1002 ADOPTION OF THESE RULES OF PROCEDURE 

Upon adoption of these rules, the clerk shall file a copy of them and all 

amendments with the town clerk as a public record and post a copy in one or 

more public places. 

1003 AMENDMENTS TO RULES OF PROCEDURE 

These rules may be amended at any regular meeting by a majority vote of the 

Board provided that such amendment has been presented in writing to each 

member of the board at least 72 hours preceding the meeting at which the vote 

is taken. 

1004 ROBERTS RULES OF ORDER 

Other than hearings on applications or appeals, meetings of the Board shall be 

conducted, at the discretion of the chairperson or at the request of any two 

members, according to the current version of Robert's Rules of Order used for 

small boards. 

1005 PUBLIC E-MAIL DISTRIBUTION LIST 

The clerk shall maintain a public e-mail distribution list.  Any member of the 

public may be added to the recipient list by submitting a written request to the 

clerk.   The clerk will keep a notice informing the public how they may join 

the recipient list posted on the Tracy Hall Bulletin Board. 

The public e-mail distribution list is maintained solely as a convenience to the 

public.  NZR §16.3 and NSR §4.3 set out the public notice requirements 

concerning DRB hearings.  Nothing in this policy replaces or extends those 

public notice requirements.   There is no commitment or obligation to 

distribute any notices, documents or other information to the public e-mail 

distribution list.  Members of the public are warned not to rely on the public e-

mail distribution list for receipt of official or statutory notices.     

The clerk should distribute the following to the public e-mail distribution list: 

(a) draft meeting minutes, at or about the time such drafts are distributed to

members of the DRB; (b) agendas, approved meeting minutes, notices of

hearings on an application or appeal, and notices of meetings, at or about the

time any such items are posted on the Tracy Hall Bulletin Board; (c) notices

about workshops and conferences open to the public relating to land use as the

Zoning Administrator may request; and (d) such public documents as the chair

and the clerk shall agree or the DRB requests. No other items shall be

distributed to the public e-mail distribution list.
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Distributions on the public e-mail distribution list should include the following 

disclaimer: 

“This public e-mail distribution list is maintained as a convenience to the public and as an 

informal and unofficial means to distribute information about Norwich Development 

Review Board business.  All official notices are posted on the Tracy Hall Bulletin Board.  

The Norwich Development Review Board adopted these rules of procedure on October 2, 2014. 

/s/     John Lawe    10/02/14 

Chairperson Date 

         /s/      Phil Dechert     10/02/14 

Clerk Date 



Town of Norwich

DEVELOPMENT REVIEW BOARD 

Rules of Procedure and Conflict of Interest Policy 

Section I: Authority. 

The Development Review Board of the Town of Norwich hereby adopts the following 

rules of procedure (hereinafter referred to as these Rules) in accordance with 24 V.S.A. § 

4461(a) and 1 V.S.A. §§ 312(e), (f), and (h).  

Section II: Policy. 

These Rules are adopted to ensure consistent and fair treatment of applicants, interested 

persons, and participants, orderly and efficient public proceedings, and compliance with 

state and federal law. These Rules shall also ensure that no board member will gain a 

personal or financial advantage from his or her work for the board, so that the public trust 

in municipal government will be preserved.  

Section III: Definitions. 

A. “Board” means the Development Review Board.

B. “Board member” means a regular or alternate member of the Development Review

Board.

C. “Conflict of interest” means any one of the following:

1. A direct or indirect personal interest of a board member, his or her spouse, household

member, child, stepchild, parent, grandparent, grandchild, sibling, aunt or uncle, brother

or sister in law, business associate, employer or employee, in the outcome of a cause,

proceeding, application or any other matter pending before the [Development Review

Board].

2. A direct or indirect financial interest of a board member, his or her spouse, household

member, child, stepchild, parent, grandparent, grandchild, sibling, aunt or uncle, brother

or sister in law, business associate, employer or employee, in the outcome of a cause,

proceeding, application or any other matter pending before the [Development Review

Board].

3. A situation where a board member has publicly displayed a prejudgment of the merits

of a particular proceeding before the board. This shall not apply to a member’s particular

political views or general opinion on a given issue.

4. A situation where a board member has not disclosed ex parte communications with a

party in a proceeding before the board, pursuant to Section XII of these Rules.

D. “Deliberative session” means a private session of the board to weigh, examine, and

discuss the reasons for and against an act or decision, from which the public is excluded.

Agenda Item #6
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be no taking of evidence nor submission of testimony, nor shall a deliberative session be 

publicly noticed. The board may enter deliberative session by majority vote, and shall be 

deemed to be in deliberative session from the close of the final public hearing until the 

issuance of a written decision.  

E. “Executive session” means a session of a public body from which the public is

excluded, pursuant to 1 V.S.A. § 313. Such private session may only be held for one of

the reasons permitted by the statute, and no binding action may be taken in executive

session.

F. “Ex parte communication” means direct or indirect communication between a member

of an appropriate municipal panel and any party, party’s representative, party’s counsel or

any person interested in the outcome of any proceeding before the panel, that occurs

outside of a public proceeding, and concerns the substance or merits of the proceeding.

G. “Official act or action” means any legislative, administrative or quasi-judicial act

performed by any board member.

H. “Public deliberations” means the weighing, examining, and discussing, in a public

proceeding, the reasons for and against an act or decision, but expressly excludes the

taking of evidence and the arguments of parties.

I. “Recuse” means to remove oneself from a particular board proceeding because of a real

or perceived conflict of interest.

Section IV: Regular Officers. 

The Development Review Board shall consist of seven regular members. After Town 

Meeting but prior to May 1, or at other times throughout the year as needed, the 

Development Review Board shall hold an organizational meeting and elect by majority 

vote, a Chair, Vice Chair, and Clerk.  

A. The Chair shall preside at all meetings, hearings, and deliberative sessions, decide all

points of order or procedure, and appoint members to any committee of the board. The

Chair may administer oaths and may request the attendance of witnesses and the

production of material germane to any issue under consideration.

B. The Vice Chair shall assume the duties of the Chair whenever the Chair is absent, or at

the Chair’s request. The Clerk shall assume such duties whenever the Chair and the Vice

Chair are absent, or at their request.

C. It shall be the duty of all members to review the minutes and other official records of

[Development Review Board] meetings and actions, and correct and ratify these when

appropriate and necessary.
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D. Staff shall take minutes of all meetings.  

 

Section V: Alternate Members.  

The Selectboard shall annually, or as needed, appoint up to two alternates who may 

temporarily serve as [Development Review Board] members in the event of a recusal or 

absence of one or more members.  

A. An alphabetical roster of all alternate members shall be kept by the [Development 

Review Board]. The assignment of alternates for active duty will begin with the first 

alternate in alphabetical order and rotate through the list until all alternates have served 

and rotation will be repeated.  

B. Whenever a regular member has a conflict of interest or is expected to be on extended 

absence from the [Development Review Board], the chairperson of the [Development 

Review Board], or his or her designee, shall appoint an alternate to serve as an active 

member of the [Development Review Board] by selecting an individual from the roster as 

provided in paragraph A.  

C. If the chairperson of the [Development Review Board] does not appoint an alternate as 

required under paragraph B, a majority of the members of the [Development Review 

Board] present and voting may appoint an alternate to serve in accordance with paragraph 

B.  

D. An alternate member who is called upon to serve shall be required to be a part of the 

[Development Review Board] until a final decision is made on any application heard by 

the [Development Review Board] while serving as an active member. Participation 

includes attending deliberative sessions and any continuance of a public hearing if the 

application has been tabled or adjourned to another date.  

Section VI: Regular and Special Meetings. Regular meetings shall be held in the Town 

Hall at 7 p.m. on the first and third Tuesdays of the month, or as warranted. The Chair 

may cancel meetings at any time.  

A. Special meetings may be called by the Chair, provided at least 24 hours notice is given 

to each member and the time and place of each special meeting is publicly announced at 

least 24 hours before the meeting.  

B. A quorum shall consist of a majority of the entire board.  

C. Members may participate by telephone as long as the absent member can hear 

everything that is occurring at the meeting and everyone present at the meeting can hear 

the board member.  
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D. All meetings shall be open to the public unless the board has entered a deliberative or 

executive session. The board may only hold an executive session pursuant to the reasons 

permitted by 1 V.S.A. § 313, and only after a majority vote to enter executive session.  

E. There shall be an agenda for each meeting, with time allotted for each item or group of 

items to be considered. Those who wish to be added to the agenda shall contact the 

[Development Review Board staff] to arrange for a convenient time. The Chair shall 

determine the content of the agenda after consultation with [Development Review 

Board].  

F. All business shall be conducted in the same order as it appears on the agenda, except 

that by majority vote, the Chair may alter the order of items to be considered and/or the 

time allotted.  

G. The Chair shall rule on all questions of order or procedure and shall enforce these 

rules pursuant to 1 V.S.A. § 312(h).  

H. At each meeting, there shall be a [ten minute] period of time reserved for public 

comment near the [end, beginning] of the meeting. The Chair may extend or reduce this 

period of time as necessary. Speakers may participate at other times throughout a meeting 

but only when recognized by the Chair. Such comment shall be limited to [three minutes] 

per speaker, unless by majority consent the board sets a different time limit. The board 

shall apply consistent time limits to all recognized to speak.  

I. Notice for hearings on the adoption, amendment, or repeal of the bylaw and other 

regulatory tools shall be pursuant to 24 V.S.A. § 4444, as amended.  

Section VII: Public Hearings and Order of Business.  

Public hearings shall be conducted as quasi-judicial proceedings pursuant to 1 V.S.A. § 

310(5)(B). Hearings shall be publicly noticed in accordance with 24 V.S.A. §§ 

4464(a)(1), (2), as amended. Hearings shall not exceed [three hours] in length unless 

approved by a majority of members present. Participation at hearings shall be limited to 

the applicant and to those granted interested person status. The Chair shall conduct the 

hearing in the following manner:  

A. Open the hearing by reading the warning of the hearing.  

B. Review the order of events, remind all present that the proceeding will be conducted in 

an orderly manner, and make copies of these Rules available.  

C. Request disclosure of conflicts of interest and ex parte communications.  

D. Review the definition of interested persons in 24 V.S.A. § 4465(b). 
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E. Explain that, pursuant to 24 V.S.A. § 4471(a), only an interested person who has 

participated in this proceeding may take an appeal of any decision issued in this 

proceeding.  

F. Ask all who believe they meet the definition of interested person to identify 

themselves, demonstrate why they qualify for interested person status, and to provide 

contact information.  

G. The board may grant or deny interested person status, subject to the definitions 

established by 24 V.S.A. § 4465(b). The board may hold a short deliberative session to 

consider interested person status, and shall issue its decision immediately upon returning 

to open session.  

H. Direct the applicant or his/her representative and all interested persons to step forward 

and take the following oath: I hereby swear that the evidence I give in the cause under 

consideration shall be the whole truth and nothing but the truth so help me God (or, under 

the pains and penalties of perjury).  

I. Accept written information presented to the board.  

J. Invite the applicant or applicant’s representative to present such application or 

proposal. K. Invite board members to ask questions of the applicant or applicant’s 

representative.  

L. Invite interested persons to present information regarding the application or proposal.  

M. Invite the applicant, applicant’s representative, or interested persons to respond to 

information presented.  

N. Invite more questions or comments from members of the board. 

O. The Chair shall allow members of the public who were denied interested person status 

and other members of the public to make comments or ask questions regarding the 

application or proposal. Such comments shall be limited to [three minutes] per person, 

unless by majority vote the board sets a different time limit. 

P. Allow final comments or questions from the applicant or applicant’s representative.  

Q. Upon motion and majority approval, the Chair shall either adjourn the hearing to a 

time certain, or close the proceedings by stating that this is the final public hearing on the 

matter.  

R. Upon final adjournment, the board shall be deemed to be in deliberative session until a 

written decision is issued. 

Section VIII: Site Visits.  
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Site visits shall be open to the public; however, no testimony shall be taken and no ex 

parte communication shall occur. Site visits shall be held pursuant to the following 

conditions: 

A. If, prior to a hearing, the Chair determines that a site visit will be necessary, the site 

visit shall be scheduled immediately prior to a public hearing. Such site visits shall be 

publicly noticed in accordance with 24 V.S.A. §§ 4464(a)(1), (2). 

B. If necessary, the board may recess a hearing and conduct a site visit at a property 

which is the subject of an application before the board.  

C. If necessary, the board may adjourn a hearing to a time certain to conduct a site visit at 

a property which is the subject of an application before the board.  

D. The minutes of the proceeding shall reflect that a site visit was held, who was present, 

and the nature and duration of the site visit. Section IX: Service List. [Staff] shall create a 

list of individuals present at the hearing. The list shall include those who participated 

orally and those who participated in writing. The list shall clearly designate those who 

were granted or denied interested person status by the board. All decisions of the board 

shall be mailed to those on the list. All documents filed with the board must be submitted 

to interested persons on the list. Those on the list not granted interested person status 

shall be supplied with any decisions issued by the Development Review Board. The list 

shall include:  

A. The names of those who participated, and the names of those who were granted or 

denied interested person status. 

B. The nature and content of participation by anyone, whether or not granted interested 

person status.  

C. The mailing address of each of these persons.  

Section X: Decisions. The board shall make decisions in deliberative session. 

Deliberative sessions are not open to the public and shall not be warned. 1 V.S.A. §§ 

312(e), (f). Members of the board who have not heard all testimony and reviewed all 

evidence submitted for a particular application or proposal shall not participate in that 

proceeding. Absent board members may review recordings of the proceedings, subject to 

the written consent of the applicant and all interested persons. The following rules shall 

apply to voting on decisions:  

A. Motions shall be made in the affirmative.  

B. The chair has the same voting rights as other members and can make motions.  

C. No second shall be required for a motion to have the floor.  
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D. All members present are expected to vote unless they have recused themselves.

E. Abstentions are strongly discouraged and shall not count towards either the majority or

the minority.

F. For a motion to pass, it must receive the concurrence of a majority of the entire board,

regardless of how many are present. 1 V.S.A. § 172; 24 V.S.A. § 4461(a).

G. The board shall issue a written decision within 45 days of the final public hearing

 Section XI: Conflicts of Interest. 

Participation, disclosure of conflicts, and recusal shall be governed by the following 

procedures:  

A. Participation. A board member shall not participate in any official action where he or

she has a conflict of interest in the matter under consideration. A board member shall not,

personally or through any member of his or her household, business associate, employer

or employee, represent, appear for, or negotiate in a private capacity on behalf of any

person or organization in any proceeding pending before the Development Review

Board.

B. Disclosure. At all hearings, the Chair shall request that board members disclose all

potential conflicts of interest. When recognized by the Chair, any interested person may

request disclosure of potential conflicts of interest. Nonetheless, after disclosing a

conflict or perceived conflict, if a member who believes that he or she is able to act fairly,

objectively, and in the public interest, shall submit a one�paragraph statement describing

the matter under consideration, the nature of the potential conflict of interest, and the

reason(s) why the member believes he or she is able to act in the matter fairly,

objectively, and in the public interest. This statement shall be signed by the member, and

filed as part of the minutes of the proceeding pertaining to the matter under consideration.

C. Recusal. A board member shall recuse him or herself from any matter in which he or

she has a conflict of interest, pursuant to the following:

1. The applicant or any interested person may request that a member recuse him or

herself due to a conflict of interest. Such request shall not constitute a requirement that

the member recuse him or herself.

2. A board member who has recused him or herself from a proceeding shall not sit with

the board, deliberate with the board, or participate in that proceeding as a board member

in any capacity.

3. If a previously unknown conflict is discovered, the board may take evidence

pertaining to the conflict, and if appropriate, adjourn to a short deliberative session to

address the conflict.
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4. The board may adjourn the proceedings to a time certain if, after a recusal, it may not

be possible to take action through the concurrence of a majority of the board. The board

may then resume the proceeding with sufficient members present.

Section XII: Ex Parte Communications. Ex parte communication is prohibited. Any 

board member who inadvertently conducts ex parte communication must disclose such 

communication as required below. 

A. Disclosure. At each hearing, the Chair shall request that members disclose any ex

parte communications. Board members who have received written ex parte

communications shall place on the record copies of all written communications received

as well as all written responses to those communications. Members shall prepare a

memorandum stating the substance of all oral communications received, all responses

made and the identity of each person making the ex parte communication.

Section XIII: Progressive Consequences for Failure to Follow the Conflict of Interest 

Procedures.  

In cases where the conflict of interest procedures in Section XI have not been followed, 

the board may take progressive action to discipline an offending board member. In the 

discipline of a member, the board shall follow these steps in order:  

A. The Chair shall meet informally, in private, with the board member to discuss possible

conflict of interest violation.

B. The board may meet to discuss the conduct of the board member. Executive session

may be used for such discussion. 1 V.S.A. § 313(4). The board member may request that

this meeting occur in public. If appropriate, the board may admonish the offending board

member in private.

C. If the board decides that further action is warranted, the board may admonish the

offending board member at an open meeting and reflect this action in the minutes of the

meeting. The board member shall be given the opportunity to respond to the

admonishment.

D. Upon majority vote, the board may request that the offending board member resign

from the board. Section XIV: Removal. Upon majority vote, the board may request that

the legislative body remove a board member from the Development Review Board.

Board members may be removed for cause by the legislative body upon written charges

and after public hearing. 24 V.S.A. § 4460(c). Planning commissioners may be removed

at any time by unanimous vote of the legislative body. 24 V.S.A. § 4323(a).

Section XV: Amendments. 
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These rules may be amended at any regular or special meeting by a majority vote, 

provided that each Development Review Board member has been presented a written 

copy of the proposed amendment at least 24 hours before the meeting at which the vote is 

taken. Only those amendments which are presented to the members prior to the meeting 

may be amended at that meeting. 
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