
FY23 BUDGET INCREASE RATIONALE FORM 

Department:        PLANNING (175)

Requested Increase Amount:  

Acct. #5120 Wages-Part Time: $8,115.01 (current: $25,697.54, proposed: $33,812.55) 
plus benefits including health insurance (individual plan). 

Rationale:  

The requested increase represents six additional working hours for the part time 
administrative staff position (from 19 to 25 hours). 

The Planning Department supports two regulatory boards (Planning Board and Zoning 
Board of Appeals) and a committee (Vision Planning Committee) in addition to fielding 
requests for information and assistance from applicants, applicant’s representatives, 
residents, and other members of the public.  Historically, the ZBA Administrative 
Assistant position has supported the ZBA and acted in a back-up role to support the 
Planning Board.  In 2020, the responsibility of supporting the VPC was added to the 
ZBA Administrative Assistant position.  The VPC relies heavily on the department for 
administrative assistance and will do so as they continue work on the Local 
Comprehensive Plan. 

The Zoning Board of Appeals has seen an increase in the number and complexity of 
applications received (2019=39; 2020=17; 2021=27).  In 2019, the ZBA conducted 46 
public hearings on the applications received.  In 2020, the ZBA conducted 28 public 
hearings on the applications received.  In 2021, the ZBA conducted 57 public hearings 
on the applications received. 

Both the Planning Board and ZBA receive their meeting packets electronically and in 
paper.  Given the applications being received by the two boards, packets are routinely 
voluminous and sometimes supplemental meeting packets are necessary.  Preparing 
packets is the responsibility of the administrative staff.  Packets are time consuming 
and it is not unusual for both administrative staff to assist in the preparation of one of 
the board’s packets based on the volume of the packet.     

Administrative staff also assist in responding to requests from board members relating 
to applications or items scheduled on their agenda.  Requests may vary from requesting 
a copy of a previously issued special permit to requesting the number of permits 



approved for a particular use.  These requests involve research time by administrative 
staff. 

In addition, the Planning Department fields requests from applicants and members of 
the public.  Given the current real estate market, available inventory, and the 
unavailability of local engineers and land use attorneys, the Planning Department has 
become the first stop in gathering information on these properties which often includes 
requests to review/information on permitting files and the zoning bylaw. The Planning 
Department been operating without a full-time Town Planner since September 2021.  
This vacancy has put more demand on the administrative staff.   

In November 2021, the Stormwater Management Bylaw was approved at Town 
Meeting.  This bylaw is currently pending approval from the Attorney General’s office.  
Once approved, the Planning Board will be a designated stormwater authority for major 
permits and the Town Planner will be a designated agent for the stormwater authority 
for minor permits.  This is a new application which will be processed by administrative 
staff in the Planning Department.  Staff training will also be necessary. 

Impact on Services:  

The increase in part time staff hours will allow for more adequate and efficient coverage 
of the Planning Department including handling phone calls, e-mail requests, and in 
person requests.  Due to current staffing levels, it is sometimes necessary for the 
Planning Department to shut down (during lunch hours/time off).  The addition of these 
hours would help minimize office closures.  The additional hours would also allow staff 
to better meet the demands of the public and board/committee members.   

Staff recently completed a reorganization of department files from old map and lot 
numbers to new map and lot numbers.  The additional hours requested would allow for 
completion of other administrative projects such as file organization and scanning of 
board decisions which would allow for more efficient retrieval of Planning Department 
files and information. 


