
TOWN OF WESTFORD

CONDITIONAL USE PROCEDURE:
CONDITIONAL USE REVIEW: 

1. The Applicant submits a complete application, appropriate fee, and application plans, elevations, landscaping diagrams, traffic circulation diagrams, neighborhood land use maps and any additional information and data required to advise the board fully with reference to the application.
2. The Planning Coordinator starts a project folder 

3. The Planning Coordinator reviews the plans for conformance with Zoning Regulations and will ensure all documents required in Section 4.3 of the Zoning Regulations have been submitted.
Note: If regulation-required items have not been submitted or the plans require major revisions to be brought into conformance with the Zoning Regulations, the Planning Coordinator will inform the applicant of the items that need to be submitted or revised prior to scheduling a conditional use review public hearing.

The applicant must submit a complete application prior to the Planning Coordinator scheduling a public hearing.

4. The Planning Coordinator schedules a conditional use review public hearing; notifies all abutters, the owner(s) of the subject property, the applicant(s), the engineer (if applicable), and the surveyor (if applicable); posts a public notice sign on the subject property in view of a public road; runs a public notice in the Burlington Free Press, and posts four public notices around town (town office, library, post office, and Westford Market).  

Note: All noticing must occur at least 15 days prior to the public hearing.

5. The Planning Coordinator prints out GIS maps of the subject property showing the general location of natural resources.

6. The Planning Coordinator conducts a detailed review of the plans to determine whether the proposed project conforms to the Zoning Regulations. 

7. The Planning Coordinator writes a staff report listing: the changes necessary to bring the project into conformance with Zoning Regulations, Development Review Board options for improvement, and possible conditions of approval.

8. The Planning Coordinator puts a project packet together for the Development Review Board, which includes the staff report, site plans and all correspondence.

9. The Planning Coordinator sends the project packet with the Development Review Board meeting packet the week prior to the conditional use review hearing.  Additionally, the Planning Coordinator sends a copy of the staff report to the owner(s) of the subject property, the applicant(s), the engineer, and the surveyor.  Additional parties may be sent the staff report at their request.
10. The Development Review Board holds the conditional use review public hearing and deliberates on the project in an open deliberative session.
Note:  Public hearings may be continued to a specific date and time.
11. The Planning Coordinator takes notes and drafts a conditional use decision based on the Development Review Board’s comments and deliberations. 

12. The Planning Coordinator sends the draft conditional use decision in the next available Development Review Board meeting packet.
13. At the next available meeting, the Development Review Board, if necessary, revises the conditional use decision. 

14. After the meeting, the Planning Coordinator amends the conditional use decision and the Development Review Board Chair signs the document.

Note: The decision must be signed, mailed, and recorded in the Westford Land Records within 45 days of the close of the conditional use public hearing.

15. The Planning Coordinator sends the decision to the owner(s) of the subject property (certified mail),the applicant(s) (certified mail), the engineer, the surveyor, and all persons present at the conditional use review public hearing; records a Memorandum of Municipal Action form in the Westford Land Records, places a copy of the decision in the project folder, places the original decision in the decision notebook, and gives a copy of the decision( highlighting conditions involving the issuance of zoning permits) to the Zoning Administrator.

Note: An interested person as defined by the State of Vermont may appeal any decision of the Development Review Board by filing a notice of appeal with the Clerk of the Environmental Court within 30 days of the date of said decision.  See 24 V.S.A. §4471 for specific filing requirements.
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