
HDC HANDBOOK 

Thoughts about the overall structure of the Handbook

Premise:  The HDC has multiple responsibilities, not just as regulators of LHD and LHP.  If one 
of the driving considerations of reformatting the handbook is to make it more accessible to 
residents of historic districts or properties, then perhaps that function of the HDC should be 
separated from the other functions.  This function could be covered in the front of the book or
highlighted in some other way to distinguish it from other activities of the commission .  Other 
responsibilities could be included in Supplemental Responsibilities to include HDC reviews such 
as the demolition delay and other preservation initiatives (many enabled by our status as a 
C.L.G., of which there have been quite a few, such as the current grant application to prepare the
Nat. Register nomination for Lees Canal, participating in the study to replace or rehab the Cribari
Bridge, etc.).  This section would also need to include information about Joint Committee
authority related to Village District and Planning and Zoning recommendations. 
that this may be relegating too many of the important functions of the HDC to the depths of the
book.  But I am attaching a version of the table of contents that I have developed to try to reflect
this format.
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What is Regulated?

No building or structure shall be erected, added to, 
moved or demolished, nor shall any exterior 
architectural feature of any building or structure be 
altered, within any of the town’s adopted local
historic districts or local historic properties, without 
first obtaining a Certificate of Appropriateness from 
the Town of Westport Historic District Commission
(HDC), except as specifically exempted below.

The Building Official will require a Certificate of 
Appropriateness approved by the HDC before issuing 
a building permit for any construction activity in any 
of the town’s Local Historic Districts, unless the 
HDC certifies in writing that a proposed construction 
activity is not regulated under the town’s Historic 
District Ordinance.  A Certificate of Appropriateness
may be required whether or not a building or zoning 
permit also is required.  Failure to comply with 
Historic District regulations may make a property 
owner and his or her agents liable for both fines and 
related legal expenses, and any unauthorized and 
inappropriate construction work can result in a court 
injunction requiring the removal or rectification of 
the same as approved by the HDC.

Maps of the town’s regulated local historic districts 
and an inventory of regulated properties are available 
for review at the Office of the HDC.  Note that all
buildings and structures located within a local 
historic district, including those without individual 
historic or architectural significance, are regulated.

Because a construction activity is regulated does not 
mean that it necessarily is prohibited – the 
appropriateness or inappropriateness of all regulated 
activities will be reviewed and decided upon by the 
HDC during the application and review process 
described in this part of the handbook.  The following 
table lists activities typical of those regulated under 
Westport’s HDC regulations. However, this list 
should not be construed to be a complete itemization 
of all activities that may be regulated by the HDC.
When in doubt as to the necessity for application, 
questions should be directed to the HDC Staff 
Administrator. 

An application for Certificate of Appropriateness is 
required for all proposed work, whether or not visible 
from a Public Way. 

List of Regulated Activities

Any new construction, demolition or removal of, or 

addition or alteration to, the following is regulated by 
the HDC with respect to all Local Historic Districts 
and Local Historic Properties: 

All principal buildings 

All outbuildings, including, but not limited to.: 

  Garages
  Sheds  
  Barns
  Greenhouses 
  Gazebos
  Pool Houses 
  Cabanas
  Modular structures
  Animal/livestock shelters

Architectural elements, including, but not limited 
to: 

  Doors and entranceways
  Porches 
  Window frames, sash, and muntins
  Balconies
  Storm doors and windows 
  Shutters 
  Architectural trim and ornament
  Removal/ replacement of siding 
  Removal/replacement of roofing
  Substantial paint removal to bare surface 
  Exposed foundations
  Chimneys 
  Dormers
  Skylights 
  Sunrooms 
  Awnings 
  Exterior lighting fixtures
  Replacement/ removal of gutters 
  Masonry repair and repointing
  Fixed exterior air conditioning units

Site fixtures and structures, including, but not 
limited to:

  Driveways 
  Parking areas  
  Walkways 
  Decks
  Fences and masonry walls 
  Retaining walls
  Pergolas and arbors
  Exterior lighting fixtures
  Above-ground swimming pools

In-ground swimming pools

Historic District regulations may make a property 
oth fines and 
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  Hot tubs and spas 
  Dumpster enclosures 
  Above-ground storage tanks 
  Fixed playground equipment 

Signs, including, but not limited to: 

  Commercial 
  Multi-family residential
  Street and traffic signs

Parking areas, including, but not limited to: 

  Size
  Location 
  Visibility of cars
  Paving materials
  Lighting 

Public right-of-way, including, but not limited to: 

  Paving materials
  Sidewalks 
  Curbs 
  Retaining walls
  Guard rails 
  Street lights
  Utility poles
  Street and traffic signs
  Street trees and grates
  Anchored sidewalk fixtures and furniture
  Permanent statuary and monuments
  Free-standing flagpoles 
  Designated scenic roads

Waterfront structures, including, but not limited 
to:

  Wharves
  Docks 
  Boardwalks 
  Dams
  Bridges 
  Seawalls and river bulkheads 

Miscellaneous, including, but not limited to:  

  Solar panels
  Generators
  Wind powered energy devices
  Replacement of historic gutters 
  Exterior air conditioning units 
  Exhaust vents 
  Commercial freezers/coolers
  Satellite dishes and antennae 

Temporary structures (e.g., tents) in place 
more than 30 days 

  Removable vending machines 

List of Non-Regulated Activities

The following activities and related construction 
items are allowed by right and do NOT require 
application to the Historic District Commission for 
Certificate of Appropriateness:

Interior alterations and use

Routine maintenance and repair that does not 
reconfigure or remove existing features, but 
excluding repointing of masonry 

Paint removal that does not damage the structural 
surface

Painting and paint color

Landscape planting

Temporary signs, e.g.:

  Real estate sales signs
  Construction signs
  Tag sale signs
  Political signs

Temporary fixtures and structures, e.g.:

Tent structures in place less than 30 days
Construction dumpsters
Construction trailers
Construction toilets
Construction security fencing
Construction scaffolding 
Temporary construction utilities 
Event banners 

Miscellaneous, e.g.: 

  Boats
  US Postal Service approved mail boxes 
  Flag staffs attached to building facades 

Free-standing flag poles  
Residential patios and terraces on grade 

  In-ground swimming pools
  Movable playground equipment
  Movable site furniture for any use 
  Incidental through-roof plumbing vents 

Pre-Application Meeting

The Pre-Application Meeting is an informal session 
held by the HDC with an Applicant, prior to 
submission of a formal application.  The Pre-
Application Meeting is a workshop and not a public 
hearing.  It is the primary goal of the Pre-Application 
Meeting to engage in dialogue and to gauge the 
HDC’s stance on appropriateness.  If the Applicant 
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has already engaged the services of an architect 
and/or contractor, they are encouraged to attend as 
well.  This preliminary review process is held prior to 
the submission of any formal application materials, 
though the Applicant is asked to bring any available 
materials and samples which might be pertinent.  The 
Pre-Application Meeting does NOT begin the 
statutorily defined 65-day time period for 
consideration of an application, as no application is 
submitted at this stage.  It is also suggested that, 
before requesting a Pre-Application Meeting, the 
Applicant review both the application procedures and 
design guidelines outlined in this handbook. 

The Pre-Application Meeting is entirely optional but 
it is encouraged by the HDC as a means to expedite 
the ultimate application review process for both the 
Applicant and the HDC.  Pre-Application Meetings 
are held during the HDC’s regularly scheduled 
monthly meetings, though in exceptional instances a 
special meeting may be scheduled.  A Pre-
Application Meeting should be scheduled in advance 
through the office of the HDC.  Note that the HDC
can make no final decisions during this pre-
application review process.

The Pre-Application Meeting may include the 
following: 

Discussion of proposed scope of work 

Review of preliminary plans, specifications, 
and/or photos, if available 
Determination if Certificate of Appropriateness is 
required

Clarification of application procedures 

Identification of additional materials necessary 
for submittal

Advice on matters of appropriate design

Suggestion of resources for consultation by 
Applicant 

Application Form 

All proposed construction activities which are 
regulated under the Town of Westport Historic 
District Ordinance must be submitted for review to 
the Town of Westport Historic District Commission
(HDC). An application for Certificate of 
Appropriateness may be obtained at the Office of the 
HDC.

The HDC suggests that the Applicant request a Pre-
Application Meeting in advance of submitting a 

formal application as discussed in the preceding 
section of this handbook.  However, this Pre-
Application Meeting is at the option of the Applicant.

A sample application form follows in this section of 
the handbook.  In addition to the completed 
application, supporting materials must be submitted 
that delineate the proposed construction activity in 
sufficient detail for the HDC to render a decision as 
to appropriateness.  At a minimum, the supporting 
materials listed in the following table are required 
with submission of a completed application.  The 
HDC reserves the right to request any additional or 
waive any required information that it deems 
necessary or unnecessary to make a determination as
to appropriateness.   

The application shall be deemed officially received 
upon receipt by the office of the HDC, and the HDC
shall schedule a public hearing and render a decision 
as to appropriateness no later than 65 days after such 
official receipt. The Applicant may withdraw an 
application without prejudice prior to decision. 

Note that historic properties may be allowed special 
exceptions from building, life safety, and zoning 
codes, as well as from the American Disabilities Act.  
However, all such waivers or modifications must be 
directed to the Building Official, Zoning Official, or 
Fire Marshal as appropriate.

Supporting Submission Materials

As applicable, the following materials shall be 
submitted with the initial application for Certificate 
of Appropriateness.  The HDC may waive the 
requirements for any of these materials if deemed not 
applicable. 

Photographs showing nearby structures and the 
spatial relationship of these structures with the 
immediate neighborhood – in village areas, 
photographs should be arranged to show adjacent 
street frontage for a minimum of two successive 
properties in each direction

Photographs showing all facades of structures on 
subject property that are visible from a public 
way

Historic photos of the subject property and 
environs if available

Vicinity plan @ 1"=100' minimum scale, 
showing a minimum of two successive properties 
in all pertinent directions from subject site, and
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Pre-
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all related street and topographic features – this 
vicinity plan may be in sketch form, but shall 
adequately delineate the general scale and 
relationships of nearby buildings (GIS vicinity 
maps are available at Town Hall) 

Sketch site plan of subject property showing 
proposed location and relationship to adjacent 
structures, @ 1" = 20' minimum scale

Detailed site plan showing new construction, all 
new proposed site improvements, and the 
relationship of the same to adjacent properties 
that are visible from a public way, @ 1" = 20' 
minimum scale

Architectural drawings of all proposed building 
facades and relevant site features that are visible 
from a public way, @ 1/8" = 1' minimum scale

Architectural floor plans showing all new, added, 
and/or altered exterior architectural elements, @ 
1/8" = 1' minimum scale

Details of architectural and site features that are 
visible from a public way, @ 1" = 1' minimum 
scale

Copies of product literature with photographs or 
drawings of any proposed prefabricated fixture or 
structure

Written statement of the proposed condition and 
appearance of the subject property after 
demolition or removal – where demolition is 
proposed, statement shall explain practical 
difficulty which precludes preservation, and shall 
demonstrate why there is no prudent alternative 
to demolition

Scale drawings and plans of existing subject 
property, if deemed architecturally significant by 
the HDC, @ 1/8" = 1' minimum scale, if 
demolition is proposed 

Public Hearings

Connecticut State Statutes (CGS) require Public 
Hearings for all applications for Certificate of 
Appropriateness. The HDC is required to hold a 
Public Hearing and make a decision on an application 
within 65 days of the official receipt of application. 
The official date of receipt shall be recorded upon 
submission to the Office of the HDC.   

The HDC must advertise all scheduled Public 
Hearings in a newspaper having substantial local

circulation at least once not more than 15 and not less 
than 5 days before the public hearing.  In addition, 
public notice is posted at the Town Clerk’s office.
Written notice to neighbors is not required for 
meetings or hearings conducted by the HDC related 
to a Certificate of Appropriateness. However, 
written notice to neighbors is required under the 
town’s Demolition Ordinance, and it is HDC policy 
to do so as well for all Public Hearings related to a 
Certificate of Appropriateness.   

By law, all HDC meetings which constitute a quorum 
of its members, except Executive Sessions, must be 
open to the public and have a posted agenda and 
adequate public notice.  Executive Sessions are 
closed to the public, but must be advertised on the 
posted agenda for any meeting, and must be limited 
to legal and personnel issues.

Three members of the HDC constitute a quorum.  
When less than five members are present, the 
chairperson may appoint the number of designated 
alternates required to make a full HDC.  Alternates 
serve in rotation and have full voting rights. 

Public Hearings are held during the monthly regular
meetings of the HDC.  All records are available for 
public review at the Office of the HDC.

Special Meetings may be held for any reason, and at 
any time and location, at the request of the 
chairperson or any two members of the HDC.
Special Meetings may include (but are not 
necessarily limited to) workshops, seminars, inter-
agency discussions involving mutual interests, 
consultation with professional experts and technical 
consultants, and discussions with private groups and 
individuals.  Special Meetings may also be held at the 
option of the HDC to expedite lengthy proceedings 
continued over from a regular meeting. Special 
Meetings which constitute a quorum of the HDC 
members must be open to the public and notice and 
agenda for the same must be posted at the Town 
Clerk’s office at least 24 hours before such meeting, 
though no other advertising is required. 

Public Hearings are scheduled in conjunction with 
the regular meetings of the Historic District 
Commission (HDC), which are held on the second 
Tuesday evening of every month. Regular meetings 
normally begin at 7:00 PM at Town Hall, but may be 
scheduled at other times and location per published 
notice of Public Hearing. 

At the public hearing, the Chairperson will first call 
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the meeting to order.  The Clerk of the HDC will read 
the advertised notices of public hearings, which will 
be heard in the order that the HDC deems proper.  
The Chairperson will ask the Applicant and/or 
Applicant’s agent to be recognized and be identified 
for the record.   

If the application is for a Certificate of 
Appropriateness, the Applicant shall then make a 
presentation to the HDC, explaining the proposed 
work.  At the Applicant’s option, the Applicant may 
also introduce expert witnesses and other interested 
parties (such as neighbors) who may make further 
presentation to the HDC. 

If the application is for demolition, the Applicant 
shall focus on the nature and condition of the 
structure to be demolished, and shall not make any 
presentation related to proposed new construction. 
The Applicant should be prepared to provide a 
detailed explanation as to the necessity of demolition.
Where a Certificate of Appropriateness is required 
for work proposed subsequent to an approved 
demolition, a separate application will be required for 
such new work and shall be heard only after 
demolition has been permitted.   

After the Applicant’s presentation, the Chairperson 
and HDC members may direct questions to the 
Applicant and his or her representatives. These 
questions may relate to the proposed work and/or 
demolition, and to the historic, architectural and 
cultural significance of the property, including the 
context of the property as it relates to the patterns of 
development of the town.

After questioning by the HDC, the Chairperson will 
hear questions and comments from the audience, if 
any, who in turn must introduce themselves by name 
and address.  Those who wish to speak in favor of a 
project will speak first.  Those who wish to speak 
against a project will be asked to do so only after all 
proponents have been heard.  All comments must be 
directed to the HDC and not to the Applicant.  Only 
one person shall be allowed to speak at a time.  After 
hearing opposing comments, if any, the Applicant
will be allowed to rebut objections.  

After questions and comments from the audience and 
the Applicant’s rebuttal have been heard, the 
Chairperson will call the public hearing closed. The 
Chairperson will then request the HDC members to 
individually comment on the application.  With 
regard to proposed demolition, such comments will 

be limited to the assessment of the existing structure 
and the viability of its preservation. 

Decisions

The HDC may vote on an application immediately 
upon completion of a hearing, or may defer such vote 
until later in the same meeting or to a subsequently 
scheduled regular meeting, or if necessary to a 
special meeting.  The HDC must vote on an 
application within 65 days of officially recorded 
receipt of the application, unless the application is 
either formally withdrawn or a written request for an 
extension is accepted by the HDC.  Decisions 
granting or denying an application shall be approved 
by a minimum of three HDC members. If the HDC 
denies the application, written notice shall be sent to 
the Applicant, the Building Official, and the Zoning 
Enforcement Officer, stating the basis for such 
denial.  At its discretion, the HDC may approve an 
application with additional stipulations.  If the 
Applicant does not wish to implement such stipulated 
conditions, the Applicant’s only recourse is to 
reapply with modified design proposal, or appeal the 
HDC’s decision in Superior Court. 

If the HDC determines that an application is 
insufficiently complete to make a proper 
determination, it shall have no recourse but to deny 
the application, unless the Applicant elects to 
withdraw the application.  The Applicant may 
withdraw an application in writing at any regular 
meeting, or during normal office hours at the Office 
of the HDC.  A withdrawn application may be 
resubmitted at any time thereafter but, for the 
purposes of determining the 65-day review period, 
such resubmission shall be considered a new 
application effective as of the date of re-filing. 

The HDC shall make a determination based on the 
submitted application materials and duly recorded 
comments of the public hearing. The reader is 
referred to the design guidelines of this handbook,
which provide an in-depth discussion of both the 
general objectives and specific criteria considered in 
the HDC’s determination of appropriateness of 
design.  These guidelines are provided to assist the 
Applicant in design matters, but should not be 
considered to represent absolute standards which can 
and must be applied in all instances.  The HDC
ultimately must make a determination as to 
appropriateness based on its own judgment as to a 
proposal’s appropriateness within the characteristic 

necessity of demolition.
is required 

for work proposed subsequent to an approved for work proposed subsequent to an approved 
demolition, a separate application will be required for demolition, a separate application will be required for 
such new work and shall be heard only after such new work and shall be heard only after 
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proponents have been heard.  proponents have been heard.  
and not to the Applicant.  and not to the Applicant.  

meeting.  The meeting.  The 
application within 65 days of officially recorded application within 65 days of officially recorded 
receipt of the applicationreceipt of the application, unless the application is 
either formally withdrawn or a written request for an either formally withdrawn or a written request for an 

acceptedaccepted by the by the HDC
granting or denying an application shall be approved granting or denying an application shall be approved 
by a minimum of three by a minimum of three HDC HDC members.members. If the HDC 
denies the application, written notice shall be sent to denies the application, written notice shall be sent to 
the Applicantthe Applicant, the Building Official, and the Zoning , the Building Official, and the Zoning 
Enforcement Officer, stating the bEnforcement Officer, stating the b
denial.  At its discretion, the HDC may approve an denial.  At its discretion, the HDC may approve an 
application with additional stipulations.  If the application with additional stipulations.  If the 
Applicant Applicant does not wish to implement such stipulated does not wish to implement such stipulated 
conditions, the conditions, the Applicant’
reapply with modified design proposal, oreapply with modified design proposal, o
HDC’s decision in Superior Court. HDC’s decision in Superior Court. 

If the If the HDC HDC 
insufficiently complete to make a proper insufficiently complete to make a proper 
determination, it shall have no recourse but to deny 
the application, unless the the application, unless the 
withdraw the applicatiwithdraw the applicati
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setting and building traditions of the historic district.

Certificate of Appropriateness

Upon approval by the HDC, a Certificate of 
Appropriateness will be issued to the Applicant, with 
a copy filed at the office of the Building Official.  No 
construction or demolition may commence, whether 
or not a building or zoning permit is required, nor 
shall any building permit be granted prior to issuance 
of such Certificate of Appropriateness. 

A Certificate of Appropriateness is valid for 5 years 
from date of issuance.  An Applicant may apply for, 
and the HDC may approve, an extension only before 
expiration of the original Certificate of 
Appropriateness.  Any change in detail or scope of 
work from that authorized by the Certificate of 
Appropriateness requires approval of a new 
Certificate of Appropriateness by the HDC.  Any 
work stipulated as a condition of a Certificate of 
Appropriateness must be completed in conjunction 
with other work, or a Notice of Violation may be 
imposed by the HDC.  A Notice of Violation may 
result in fines and court mandated remedial work. 

Appeals

Any party aggrieved by any decision of HDC may 
appeal to the Superior Court.  An appeal must be 
made within 15 days from the date of an adverse 
decision, and it must be made returnable to such 
court in the same manner as any other civil action. 

Inspection

All work completed under a Certificate of 
Appropriateness shall be inspected by a designated 
representative or representatives of the HDC before a 
Certificate of Occupancy can be issued by the 
Building Official and/or a Certificate of Compliance
can be issued by the Zoning Enforcement Officer.
Completed work found to be in violation shall be 
rectified prior to issuance of a Certificate of 
Occupancy, except that a bond may be posted as 
stipulated by the HDC to permit temporary 
occupancy prior to such rectification.

Stop-Work Orders and Notices of Violation

Under CGS Section 7-147h, Action by Commission to 
Prevent Illegal Acts, the HDC is:

authorized to inspect and examine any building, 
structure, place or premises and to require in 

writing the remedying of any condition found to 
exist therein in violation of any provision of the 
regulations or orders made under the authority of 
said sections or of any regulation or ordinance 
adopted under said sections. 

The Zoning Enforcement Officer may issue a Cease
and Desist Order and/or the Building Official may 
issue a Stop-Work Order for any construction or 
demolition activities which are proceeding in 
violation of any HDC regulation or ruling.  A Notice 
of Violation may be issued for any work which 
already has been completed in violation of the same.  
Any such order or notice shall state the general nature 
of violation, and shall order the property owner to 
appear before the HDC for its determination both as 
to required remedial work and schedule for 
completion of same.

Should any violation persist, CGS permits the HDC
to institute action in Superior Court to restrain such 
violation and to issue orders that the violation be 
corrected or removed.  Such action may require the 
demolition of any new structure erected in violation 
of regulations, or the complete reconstruction of a 
building demolished in violation of the same.  
Specifically, CGS Section 7-147 states that:

Such order may direct the removal of any 
building, structure or exterior architectural 
feature erected in violation of said sections or any 
bylaw or ordinance adopted under said sections 
or the substantial restoration of any building, 
structure, or exterior architectural feature altered 
or demolished in violation of said sections or any 
regulation or ordinance adopted under said 
sections.

Fines for Non-Compliance

CGS Section 7-147h stipulates that the Superior 
Court may impose a fine of not less than $10 nor 
more than $100 for each day that a violation of an 
HDC regulation or ruling continues, and if the 
violation is found to be willful, a fine of not less than 
$100 nor more than $250 for each continuing day.  
Moreover, all legal costs, fees, and expenses, as well 
as attorney’s fees, incurred in conjunction with 
actions taken against a violator may be assessed 
against the violator.  After payment of such expenses, 
any funds collected as fines shall be used for the 
restoration of the affected property, and any 
remaining amounts shall accrue to the municipality.

must be completed in conjunction 
may be may be 
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Such order may direct the removal of any Such order may direct the removal of any 
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Liable Parties

CGS Section 7-147h stipulates that any party who 
assists in or maintains a property in violation of HDC

regulations or rulings may be found liable for same.
Such parties may include, but are not necessarily 
limited to, the property owner, tenant, design 
professional, contractor, and/or agent. 
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Application for Certificate of Appropriateness Checklist
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Standard Form – Application for Certificate of Appropriateness
























