
 
Agenda 

  Executive Committee 

Wednesday, July 6, 2016- 5:45 p.m. 
Small Conference Room, CCRPC Offices  

110 West Canal Street, Suite 202, Winooski, VT 
 

1. Changes to the Agenda, Members’ Items  

2. Approval of June 8, 2016 Executive Committee Meeting Minutes* (Action) 
 

3. Act 250 & Sec 248 Applications 
a. none at this time  (Action) 

4. Approval of Amendments to Administrative Policies and Procedures * (Action) 

5. Recommend FY17 Meeting Schedule to Board* (Action) 

6. Review Commission Committees/members* (Action) 

7. Chair/Executive Director Report  (Discussion) 
a. Priorities for the next year 
b. Bylaw Update – Charge to Board Development Committee 
c. Shared Dispatch Services update 
d. Building Homes Together campaign* 

8. Agenda Review – July 20th Meeting*  (Discussion) 
 

9. Other Business (Discussion) 
 

10. Executive Session – if needed (Action)  
 

11. Adjournment (Action) 

 

 

∗Attachments 
NEXT MEETING – Joint Finance & Executive Committee – Wed. August 3, 2016; 5:45 p.m.  



CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION 1 
EXECUTIVE COMMITTEE 2 

MEETING MINUTES 3 
DRAFT 4 

DATE:  Wednesday, June 8, 2016 5 
TIME:  5:45 p.m. 6 
PLACE:  CCRPC offices; 110 W. Canal Street; Suite 202; Winooski, VT   05404 7 
PRESENT: Andy Montroll, Chair   Chris Roy, Vice-Chair 8 
  Mike O’Brien, Secretary-Treasurer John Zicconi, At-Large 9 
  Lou Mossey, Immediate Past Chair 10 
  Charlie Baker, Executive Director Regina Mahony, Planning Program Manager 11 
  Forest Cohen, Business Manager Bernadette Ferenc, Trans. Business Manager 12 
 13 
The meeting was called to order at 5:45 p.m. by the Chair, Andy Montroll. 14 
 15 
1.  Changes to the Agenda, Members’ Items.   There were no changes to the agenda. 16 

 17 
2. Approval of May 4, 2016 Executive Committee Meeting Minutes.  MIKE O’BRIEN MADE A MOTION, 18 

SECONDED BY LOU MOSSEY, TO APPROVE THE MINUTES OF THE MAY 4, 2016 EXECUTIVE 19 
COMMITTEE MEETING.  MOTION CARRIED WITH JOHN AND CHRIS ABSTAINING. 20 

 21 
3. Act 250 & Section 248 Applications.   22 

a. A & C Realty, 9(L) letter, Essex 4C1290.  This is the second time we’ve seen this.  The District 23 
Commission and the developer each asked us to address criterion 9(L).  The new letter includes 24 
discussion about the efficient use of land and addresses each of the seven strip development 25 
characteristics and whether we think each characteristic was met.  Regina had emailed this to 26 
members as we needed to respond by June 2nd.  When asked, Regina noted that if any 27 
development meets three or more of the strip development criteria, it doesn’t meet 9(L).  We 28 
found that it only met two of the criteria.  A brief discussion ensued about how this statute 29 
affects Chittenden County.  If this application did not have a commercial use it would not be an 30 
issue.  This letter was sent, but we need formal action by this Committee.  CHRIS ROY MADE A 31 
MOTION, SECONDED BY LOU MOSSEY, TO RATIFY THE LETTER THAT WAS SENT WITH RESPECT 32 
TO A&C REALTY.  MOTION CARRIED UNANIMOUSLY. 33 

b. River’s Edge/Brigante Living Trust, Colchester, 4C1292.  This 49 unit PUD project falls just 34 
outside of one of our areas planned for growth in the Rural Planning Area.  However, based on a 35 
zoning district change Colchester made to this parcel in 2010 (from an ag district to R2) it should 36 
have been included in the Village Planning Area (an area planned for growth) in the 2013 ECOS 37 
Plan.   We also address transportation, but after she put our letter together she heard a third 38 
party looked at the traffic and is comfortable with it, so we will adjust our comments.  JOHN 39 
ZICCONI MADE A MOTION, SECONDED BY LOU MOSSEY, TO APPROVE THE LETTER WITH THE 40 
ABILITY FOR STAFF TO ADJUST THE TRANSPORTATION SECTION AS NOTED.  MOTION CARRIED 41 
UNANIMOUSLY. 42 

c. Sawyer, Poor Farm Road, Milton, 4C1291.  This is a two-lot subdivision, but it triggered a hearing 43 
because the developer does a lot of projects in that area.  JOHN ZICCONI MADE A MOTION, 44 
SECONDED BY LOU MOSSEY, TO APPROVE THE LETTER TO BE SENT TO THE D.E.C.  MOTION 45 
CARRIED UNANIMOUSLY. 46 

d. Regina gave members a heads-up that there will be a new petition in August to the Public 47 
Service Board to put another transmission line in the Lake.  This one is smaller than TDI – only 48 
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400 megawatts (as oppose to 100 megawatts); and it comes from NY rather than Canada.  The 1 
power is from the wind turbines north of Plattsburg, and NY hydro.  The line goes across Lake 2 
Champlain to Kingsland Bay to New Haven.  Regina asked whether we want to raise the same 3 
tax question again.  Members agreed we should be consistent.  Charlie noted that Adam Lougee 4 
is spearheading a group (including Charlotte and Colchester) to put an RFP together to hire an 5 
attorney to review the property taxation issue.   No action was required today. 6 
 7 

4. Chair/Executive Director’s Report. 8 
a. Opioid Alliance Update.  The project director, Cathy Aikman, started working two weeks ago.  9 

She is located primarily at UVM Medical Center Community Health Improvement offices on 10 
Lakeside.  We’re hoping to hire the data person soon.  The committee consists of 11 
representatives from about 20 organizations and state agencies and they’ve met a couple of 12 
times.  Cathy is getting connected to the folks she needs to deal with. 13 

b. Building Homes Together Campaign.  This is a follow-up to the white paper of how to attract 14 
young families and technology and our Regional ECOS Plan.  It deals with housing needs.  We are 15 
now working with Housing Vermont and Champlain Housing Trust to determine all housing 16 
needs, not just affordable housing.  Sometime in the next week, we will send out an invitation to 17 
see if individuals and organizations want to sign on to this campaign to support building more 18 
housing.  There will be a press conference on June 27th at 11 a.m. (time tentative).  We all agree 19 
that we need more affordable housing, but we also need a wider range of housing stock to 20 
address needs at the lower end of the market.  This is about building more homes across the 21 
area.  The towns have plans to get density in their growth areas.  He noted other incentives to 22 
get all involved in this issue.  Banks and lending institutions, etc.  John Zicconi suggested we 23 
need to get the Conservation Commission folks on board because they tend to want to scale 24 
down the developments and we need to help them understand the big picture.  Charlie said we 25 
are trying to implement the regional plan and town plans and if we have infrastructure and 26 
transit, etc. that’s where we need the development to take the pressure off of our rural areas.  27 
Mike O’Brien said Winooski just adopted new zoning bylaws on Monday (thanks to Regina for a 28 
great job), and the Council members questioned the bonus housing for affordable housing and 29 
energy efficiency and wondered if they should be weighted the same.  Discussion ensued.  30 
Regina noted that typically bonus housing doesn’t work and that’s why some communities have 31 
adopted inclusionary zoning provisions.  Regina noted that we are putting a number for new 32 
housing starts county-wide out there – not related to each town.  On average we’ve been 33 
building 450 new homes/year, but in two of the last three years we’ve done 600.  This campaign 34 
is trying to up that to 700/year.  We are looking at that number to be sure were comfortable 35 
with it.  Discussion continued.  John Zicconi suggested that we have to address that at the press 36 
conference to tell the story.  Mike O’Brien said a question he’s been asked over the last 6 years 37 
or so is, at one point we will overbuild and when will that be?  Andy feels that we have to have 38 
more housing to make it more attractive to young/tech families; and therefore we may continue 39 
to need more housing.  Charlie noted that we have workers that are coming here and can’t find 40 
housing.  There are already 7,000 more employees who live outside the county than there were 41 
10 years ago. 42 

c. Annual Meeting.  Charlie reminded members that Emma will be sending follow-up information 43 
about the event.  When asked about parking, Charlie noted there are two to three lots very near 44 
the facility.  The Governor will be our guest speaker and we will have remarks from the 45 
president of Champlain College, Andy, Charlie, and Chris Cole will introduce the Governor. 46 
 47 
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5. Review of June 15, 2016 Annual Meeting Agenda.   We will make sure to emphasize the meeting 1 
time – 5:30 p.m. and change in location when we send the board packet.  The socializing will begin 2 
at 5:45 p.m.  The program will run from 6:30-7:00 and the socializing will continue from 7:00 – 7:30  3 
with the event ending at 7:45 p.m. 4 
 5 

6. Other business.  There was no other business. 6 
 7 

7. Executive Session.  MIKE O’BRIEN, MADE A MOTION TO GO INTO EXECUTIVE SESSION at 6:42 P.M. 8 
FOR THE PURPOSE OF DISCUSSING PERSONNEL MATTERS WITH THE EXECUTIVE DIRECTOR.  LOU 9 
MOSSEY SECONDED AND THE MOTION CARRIED UNANIMOUSLY. 10 

 11 
MIKE O’BRIEN MADE A MOTION TO COME OUT OF EXECUTIVE SESSION AT 6:58 P.M. SECONDED BY 12 
LOU MOSSEY.  MOTION CARRIED UNANMOUSLY. 13 
 14 
JOHN ZICCONI MADE A MOTION, SECONDED BY LOU MOSSEY, THAT THE EXECUTIVE COMMITTEE 15 
RECOGNIZE EMPLOYEE ACHIEVEMENT AND AUTHORIZES THE EXECUTIVE DIRECTOR TO SPEND UP TO 100% 16 
OF THE FY16 SALARY BUDGET AS DETERMINED BY THE EXECUTIVE DIRECTOR FOR STAFF AND AS 17 
DETERMINED BY THE EXECUTIVE COMMITTEE FOR THE EXECUTIVE DIRECTOR.  MOTION CARRIED 18 
UNANIMOUSLY. 19 
 20 
LOU MOSSEY MADE A MOTION, SECONDED BY CHRIS ROY, TO ADJOURN THE MEETING AT 6:59 P.M.  21 
MOTION CARRIED UNANIMOUSLY. 22 
 23 
Respectfully submitted, 24 
 25 
Bernadette Ferenc 26 



 
 

CCRPC Executive Committee 
July 6, 2016 
Agenda Item 4: Action Item   

Amendments to Administrative Policies and Procedures 

Issues: 

 

 
CCRPC uses one document for all policies and procedures, and is aptly named 
Administrative and Operating Policies and Procedures.   Periodically there are additions, 
updates, and/or deletions that need to made to the document, and the Executive 
Committee is charged with approving them.  Staff are proposing a number of updates to 
coincide with the beginning of the fiscal year.  The updates, changes, and deletions are 
provided in the following pages as tracked changes to the document.  If viewing as a 
hardcopy color printing is recommended to more clearly see the edits. 
 
The updates include the incorporation of a federal rule change regarding exempt 
employee classification and overtime pay, the new Vermont Sick Paid Leave law, and 
rules governing administration of federal grant programs. 
 
Staff asks the Committee recognize that there are incidental and non-substantive edits 
that will occur once the changes are made, including page number changes, updates to 
dates, and changes to tables of contents, and to include those changes in their motion to 
approve the substantive changes shown for review.     
 
   
 
  

Staff Recommendation: That the Executive Committee approve the amendments to the 
Administrative Policies and Procedures as presented. 

For more information 
contact: 

Forest Cohen 
846-4490 ext. *19 or fcohen@ccrpcvt.org  
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Part 1 - Personnel Policy Manual 
Welcome Letter 

Welcome to the Chittenden County Regional Planning Commission or CCRPC as we refer to it!   

We are pleased that you want to work for our team.  You were hired because we feel you will be a 

positive addition to our quality program and we are confident that you will enjoy working with our highly 

professional staff.  We want you to find your work rewarding and stimulating and our wish is to create a 

work environment that develops and advances your skills. We hope that you will have a long-term 

relationship with our organization. 

CCRPC can achieve such success only through quality staff.  The Commission and staff are a team, 

working together with Chittenden County’s municipalities and stakeholders to plan for the future well 

being of the County. 

The Board respects the opinions of staff members.  We acknowledge that staff are the experts in the field 

and we welcome and value your input.   

This manual provides an overview of our personnel benefits, programs, and policies.  After reading the 

material, should you have any questions, please feel free to talk to us. 

Thank you and once again welcome to our team! 

 

 

Sincerely, 

 

Replace with current Chair signature 

______________________________________________________ 

Chair of the Chittenden County Regional Planning Commission 

 

 

 

Charles Baker, Executive Director 

Formatted: English (United States)
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Terms of Employment 

Terms of Employment 

At the time of hire, CCRPC shall retain each employee by written contract that sets forth, at a minimum, 

the following matters: 

1 Category of Employment, 

2 Job Title, 

3 Probationary Status, and 

4 Salary Rate. 

The written contract also must incorporate by reference the CCRPC Personnel Policy Manual that is in 

effect at the time of hire and must include a reference to the future possibility of amendment of that 

Manual in accordance with the procedures on page 45 of the Manual.  The written contract will require 

that the employee provide to CCRPC a copy of the "Acknowledgement of Receipt of Personnel Policies" 

executed by the employee. 

 

Only the Executive Director of CCRPC, with approval from the Executive Committee, may make an 

agreement for employment that is different from the terms and conditions outlined in this manual, and 

such agreement must be in writing, must identify the employee by name, must be signed by the Executive 

Director and the employee, and must be approved by the Executive Committee.  To create a term of 

employment, the agreement must state “the term of employment is from __________ (start date) to 

________ (end date), unless terminated earlier or extended by agreement of the parties.” 

Employee Classifications 

Employee classifications are determined by the Fair Labor Standards Act.  Those classifications most 

germane to CCRPC are “exempt” and “nonexempt.”  There are other classifications. 

 “Exempt Employees” are those who are independently performing technical, professional or 

administrative functions, working the hours necessary to fulfill the requirements of their positions and to 

complete all assigned tasks, and who are not covered by the Fair Labor Standard Act (FLSA) overtime 

pay provisions.   

On May 18, 2016 a Final Rule to Update the Regulations Defining and Delimiting the Exemption for 

Executive, Administrative, and Professional  (EAP) Employees was released by the US Department of 

Labor.  The rule changes most relevant to the CCRPC include an increase in the salary level required for 

EAP employees to be exempt, as well as mechanism for automatically updating the salary and 

compensation levels every three years. 
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The CCRPC will not classify an employee as “exempt” that does not meet all of the rules and remaining 

requirements in the original FLSA, as updated in 2016, per automatic updates set forth in the rule 2016 

change, and any other changes or updates to the act that may occur.   

 “Nonexempt Employees” are those whose duties are clerical, paraprofessional or support in nature and 

who are required by the Fair Labor Standards Act to be paid overtime at a rate of one and one-half times 

their regular pay for all hours worked beyond the standard work week.  Any overtime must be approved 

by the Executive Director. 

Employment Categories 

Benefits, Leaves, and Holidays for each employee category are shown in Figure 1 on page 26 Benefit and 

Leave Eligibility by Employee Type. 

Probationary Period 

Newly hired employees for Regular Full-Time, Regular Part-Time or Temporary employment for over 

one year shall be considered probationary until they have successfully completed six months of work 

from the start date of employment.  During this six-month probationary period, an employee may be 

discharged without prior notice if his or her performance is not satisfactory.  During the six-month 

probationary period, an employee whose performance is unsatisfactory may be released without cause and 

may not appeal a decision by the Executive Director to terminate the employment. 

When the Executive Director decides that the employee should continue beyond the probationary 

periodNo later than one month prior to the end of the probationary period, the Executive Director will 

prepare a “preliminary written evaluation” of the performance of the new employee and will provide this 

written evaluation to the employee. In addition, the Executive Director will meet with each employee to 

discuss the evaluation, including recommendations towards improving the employee’s performance 

where appropriate at the end of this probationary period  

The date of this meeting shall be recorded and the employee shall sign a copy of the evaluation and attest 

that they have reviewed the “preliminary written evaluation.”  One copy of the evaluation shall be given 

to the employee and one copy shall be placed in the employee’s personnel file.  

A final written evaluation shall be prepared at the end of the probationary period and shall be provided to 

the employee. In addition, the Executive Director shall meet with the employee within two weeks prior to 

the end of the period. The date of this meeting shall be recorded and the employee shall sign a copy of the 

evaluation and attest that they have reviewed the “final written evaluation.” One copy of the evaluation 

shall be given to the employee and one copy placed in the employee’s personnel file. 

The Executive Director shall indicate on the written evaluation whether or not the employee has 

successfully completed the probationary period and shall rate their overall performance as excellent, very 

good, satisfactory, needs improvement or unsatisfactory. Employees who receive a rating of excellent, 

very good or satisfactory have successfully completed the initial probationary period and may not be 

released in the future without sufficient cause. 

If, in the judgment of the Executive Director, a probationary period does not allow sufficient time to 

thoroughly evaluate an employee’s performance, the probationary period may be extended by written 

notification.  During the six-month probationary period, an employee whose performance is 

unsatisfactory may be released without cause and may not appeal a decision by the Executive Director to 

terminate the employment. 

Formatted: English (United States)
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General Conditions 

Hours of Work 

The office will be open to the public for business from 8:30am to 5:00pm, Mondays through Fridays, with 

the exception of designated holidays.  

Each staff member (except receptionists) may work a flexible schedule between the hours of 7:30 a.m. 

and 6:00 p.m. that will allow for completion of their workday hours.  However, all employees are 

expected to be at work during the core hours of 9:00 a.m. to 4:00 p.m. unless other arrangements have 

been made between an employee and the Executive Director.  The Executive Director may require a staff 

member to attend meetings and events scheduled at times other than CCRPC office hours and at locations 

other than at the CCRPC office.   

Employees are entitled to one hour per day for lunch, generally between 11:30am and 1:30pm. The lunch 

period is not part of the working day for which employees are paid.  All employees are encouraged to take 

their lunch break.   

When an employee in a position classified as non-exempt is specifically required to work through the 

lunch break, he or she will be compensated either by federal guideline standards or by utilizing Trade 

Time as approved by the Executive Director.   

The workweek shall be defined to begin at 12:01am on Saturday and end at 12:00am on the next 

consecutive Saturday. 

Regular work hours consist of a 40-hour workweek, eight (8) hours per day, Monday through Friday.  For 

non-exempt employees all actual work hours must be recorded on the time sheets.  The Executive 

Director may approve any change in a workweek schedule to accommodate those weeks where a change 

in the start and end time is appropriate.  

Pets at Work 

Employees may bring well-behaved pets to the office at the Executive Director’s discretion, and on a case 

by case basis.  While in the office the pets may not create distractions or cause discomfort to any 

employee or visitor to the CCRPC. 

Pets that create incidents in the office with employees or visitors to the CCRPC may be barred from 

returning.  Pets that are involved in any incident in the CCRPC office with an injury resulting will be 

immediately barred from the offices and may not return.     

The employee assumes all responsibility for and liability arising from their pet’s actions while the pet is 

on CCRPC property.     

 

Formatted: Body Text
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Figure 1: Benefit Summary and Eligibility by Employee Type*1 

 Regular 
Full-Time 

Regular Part-Time Probationary Temporary 

Type 

 

Benefit 

At Least 
30 Hours 
per Week 

At Least 
24 Hours 
but Less 
than 30 

Hours per 
Week 

Less than 
24 Hours 
per Week 

Regardless of 
Full-Time or 

Part-Time 

Regardless 
of Full-Time 
or Part-Time 

BENEFITS      

Health Insurance 

% of premium paid by RPC 

85% 75%5  85% or 75%  

Health Insurance Opt-
out Compensation***3 

35% of 
cost 

reduction 
to RPC 

    

Disability Insurance 

% of premium paid by RPC 
100% 100%  100%  

Health Savings 
Accounts 

Amount or % \ contributed 
by RPC 

 
 $4,000-2+ 
$2,500-1 

75%  
$4,000-2+ 
$2,500-1or 

75% 
 

Life Insurance 

$50,000 

% of premium paid by RPC 

100% 100%  100%  

Dental Insurance 

% of premium paid by RPC 
100% 75%5 ****4 100% or 75%  

Retirement Plan 

% of annual compensation 
contributed by RPC 

10% 10%  10%  

IRS Deferred 
Compensation 

Offered Offered  Offered  

Wellness program $300 $300     

Flexible Work Schedule/ 
Telecommuting/TDM**2 

Offered Offered Offered Offered Offered 

1*All benefits and contribution levels subject to adjustment based on Commission’s budget 

**2Flexible Work Schedule/Telecommuting subject to Executive Director approval.  Half price bus passes are not 

available to Temporary Employees.   

***3Health Insurance Opt-out Compensation amount is for Calendar Year 2012.  This amount maywill be reviewed 

annually and is subject to change.  

****4Regular Part-time employees working at least 17 ½ hours a week are eligible to enroll in the Group Dental 

Plan.  Enrolled employees working less than 24 hours a week will pay the full cost of the dental insurance premium.  
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5Regular Part-time Employees working at least 24 hours a week but less than 30 hours a week may choose to shift 

some or all Health Insurance Opt-out Compensation, should they be eligible for it, from a cash payment and apply it 

to Dental Insurance premiums.   

Updated: 7/16/165 
Formatted: English (United States)
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Employees who take PTO in excess of eight consecutive workdays due to documented illness or non-

work injury may be eligible for benefits under the short-term disability policy of CCRPC.  

Paid time off may be taken in hourly increments. 

If an employee leaves before the end of a year, PTO will be prorated.  If the employee has taken PTO in 

excess of the prorated time, the last paycheck will be adjusted to account for the discrepancy. 

Vermont Paid Sick Leave 

The CCRPC will provide Regular Part-time employees working at least 18 hours a week, but less than 24 

hours a week, 40 hours of paid sick time in a 12 month period.  The time will accrue monthly, with 

accrual granted at the beginning of the month.  Paid time off may be taken in hourly increments 

The CCRPC will continue to allow employees covered under the Vermont law to accrue and use sick time 

at a rate that at least meets the requirement of the law.  The CCRPC will administer the policy according 

to the rules and requirements as stated in the law.   

Family Leave 

Leave 

During any 12-month period, an employee shall be entitled to take unpaid leave for a period not to exceed 

12 weeks: 

1 For parental leave, during the employee's pregnancy and following the birth of an employee's child or 

within a year following the initial placement of a child 16 years of age or younger with the employee 

for the purpose of adoption. 

2 For family leave, for the serious illness of the employee or the employee's child, stepchild or ward of 

the employee who lives with the employee, foster child, parent, spouse/civil union partner or parent 

of the employee's spouse/civil union partner. 

During the leave, at the option of CCRPC, the employee may use accrued paid time off or any other 

accrued paid leave, not to exceed six weeks. Utilization of accrued paid leave shall not extend the leave 

provided herein. 

CCRPC shall continue employment benefits for the duration of the leave at the level and under the 

conditions coverage would be provided if the employee continued in employment continuously for the 

duration of the leave. CCRPC may require that the employee contribute to the cost of the benefits during 

the leave at the existing rate of employer contribution. 

An employee shall give reasonable written notice of intent to take leave under this subchapter. Notice 

shall include the date the leave is expected to commence and the estimated duration of the leave. In the 

case of the adoption or birth of a child, CCRPC shall not require that notice be given more than six weeks 

prior to the anticipated commencement of the leave. In the case of serious illness of the employee or a 

member of the employee's family, CCRPC may require certification from a physician to verify the 

condition and the amount and necessity for the leave requested. An employee may return from leave 

earlier than estimated upon approval of the employer. An employee shall provide reasonable notice to the 

employer of his or her need to extend leave to the extent provided by this chapter. 

Formatted: Body Text
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Unpaid Personal Leave of Absence 

An employee may request a leave of absence from work at the CCRPC for a reason or reasons that may 

not be addressed in the other provided leave categories, or are not applicable to State or Federal law.  The 

Executive Director may allow such leaves for a period of time up to 6 months on a case by case basis.   

The terms of the leave shall be in writing and mutually agreed to by the employee and the Executive 

Director.  The employee may be granted a reasonable expectation of returning to their position of 

employment upon return if the terms of the leave are adhered to.  Changes to the terms must be mutually 

agreed to in writing, including extensions.  Failure by the employee to return to work based on the terms 

of the leave agreement, or otherwise failing to adhere to the terms of the agreement, may result in the 

employee’s termination of employment.  

For any Unpaid Personal Leave of Absence for a continuous period of time greater than a month, 

employer paid benefits and accruals may cease until the employee returns to work.  The employee will be 

subject to the rules of any benefit program as required by that program regarding breaks in employment.   

The granting of such leaves is at the discretion of the Executive Director.   Formatted: English (United States)
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Figure 3:  Leaves Summary and Eligibility by Employee Type 

 Regular Full-Time Regular Part-Time Probationary Temporary 

 At least 40 
Hours per 

Week 

At least 30   
but less 
than 40 

Hours per 
Week 

At Least 24 
Hours but 
less than 
30 Hours 
per Week 

Less than 
24 Hours 
per Week 

Regardless of 
Full-Time or 

Part-Time 

Regardless 
of Full-Time 
or Part-Time 

LEAVES       

Paid Time Off X X* X*  X*  

VT Paid Sick 
Leave 

   X** X**  

Family Leave X X   X  

Bereavement 
Leave 

X X X  X  

Military Leave X X X  X  

Civil Leave X X X    

Short Term Leave X X* X*    

Holidays X X* X*  X  

*Pro-Rated for Hours/Week 

**Effective January 1, 2017.  The law covers employees who work at least an average of 18 hours a week 
during a 12 month period.   

Updated:  7/0106/165 
 

Formatted: English (United States)
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Visitor Incidents 

The CCRPC strives to be a welcoming and safe environment for all employees and visitors.  If a visitor to 

the CCRPC experiences harm to themselves or their property while on CCRPC premises the first concern 

should be for the physical well-being of the visitor.  If an injury has occurred then appropriate medical 

actions must be taken.   

Following an incident an Incident Report must be written and submitted to the Business Manager, and the 

Executive Director will be informed.  The report should be written as soon as reasonably possible 

following the incident and after attending to the health and well-being of the visitor if necessary.     

The CCRPC staff person most closely related to the incident should write the report.  The report may be 

in the form of the memo, and state the date, location, time, circumstances, and any other factual and 

relevant information to the incident.  If possible, the visitor experiencing the incident should be allowed to 

have input into the report.  The visitor will be furnished with a copy of the report.  Appropriate next steps 

will be taken depending on the circumstances of the incident.   
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Appendix A – Salary Ranges 

 
 

Job Title Minimum Mid-Point Maximum 

        

Executive Director 85,000 102,500 120,000 

Planning Program Manager/ 

Transportation Program Manager 
65,000 77,500 90,000 

Senior Transportation Planning 

Engineer/ Senior Transportation 

Planner/ Senior Planner/ Business 

Manager/ GIS Data & IT Manager/ 

Communications Manager 

55,000 68,000 81,000 

Transportation Planner/ Planner/ 

Transportation Planning Engineer 
40,000 52,500 65,000 

Associate Planner/Administrative 

AssistantFinance Assistant 
35,000 42,500 50,000 

 

Last Updated: 74/061/165 
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Accounts will be revoked on request of the user or manager or when the employee terminates 

employment at CCRPC. 

Replacement Policy 

To ensure that staff are using organization computers that are current and secure, each workstation 

computer will be replaced after three years of use.  CCRPC plans and budgets for organization computer 

purchases based on this schedule.   

The IT Manager maintains a schedule of organization computers and IT related equipment.  The schedule 

includes date of purchase, relevant product information, date of replacement, and disposal method.   

Other IT related equipment shall be replaced before the end of its useful life.  The CCRPC will identify 

the equipment to be replaced each year to budget for the planned purchases. 

Computers and other Equipment will be expensed or capitalized based on the CCRPC’s Capitalization 

Policy.  The CCRPC capitalizes equipment with a purchase price of $5,000 or more.  Capitalized 

expenses are depreciated on a 5 year schedule.   

 

Internet Use  

The Internet is to be used for business purposes only. Employees with Internet access are expressly 

prohibited from accessing, viewing, downloading, or printing pornographic or other sexually explicit 

materials. In addition, employees should be mindful that there is no assurance that e-mail texts and 

attachments sent within the company and on the Internet will not be seen, accessed or intercepted by 

unauthorized parties.  

Failure to comply with all components of the Computer and Technology Resource Usage Policy may 

result in disciplinary action up to and including termination of employment. If you do not understand any 

part of the policy, it is your responsibility to obtain clarification from your manager or the IT System 

Administrator.  

Software Usage 

Employees are expected to use the standard software provided by IT, or identify applications they need in 

the course of their work. Staff members should not download applications, demos or upgrades without the 

involvement of the IT Administrator. Employees will use the standard e-mail system provided by CCRPC 

for official e-mail communications, and should not install their own e-mail systems. Additionally, use of 

instant messaging programs, such as ICQ, AOL Instant Messenger, Microsoft Messenger, etc., is 

prohibited unless otherwise approved by management.  

Failure to comply with all components of the Computer and Technology Resource Usage Policy may 

result in disciplinary action up to and including termination of employment. Any employee who does not 

understand any part of the policy is responsible for obtaining clarification from his or her manager or the 

IT System Administrator. 

Internet and E-Mail 

This policy is to ensure the proper use of the internet and electronic mail (e-mail) by CCRPC employees 

and others who may use CCRPC equipment or facilities while supporting the needs of CCRPC members, 

other customers of CCRPC services, and CCRPC employees.  
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the payment coming out of the checking account.  A copy of the checking account 

register with the payment shown is generated and attached to the approved vendor 

invoice.  The documentation is placed in the appropriate vendor file or binder. 

 Checks are signed by the Executive Director except when checks are equal to or in excess 

of $5,000, when they require additional signatures (see Accounts section).  In the rare 

case the Executive Director or Assistant/MPO Director are not available the Chair, Vice 

Chair, and Secretary/Treasurer are signers on CCRPC bank accounts. 

 The Business Manager mails checks. 

 The Business Manager files the check stubs with copies of the invoice in the vendor files.  

If applicable, copies will also be placed in the appropriate contract file. 

 

Federal Awards 

CCRPC will follow the United States Office of Management and Budget (OMB) 2 CFR Part 

200, Uniform Administrative Requirements, Cost Principles and Audit Requirements for Federal 

Awards.  These requirements replace any previous OMB guidance or rules regarding the 

administration of federal awards under this section or any other section of this manual.   

 

Subrecipient Monitoring 
Subrecipient Monitoring and Management, Part 200.330 of 2 CFR, describes the rules for monitoring and 

managing subrecipients and contractors.  The CCRPC shall comply with the rules and requirements as set 

out in this part.  The CCRPC will use a Pre-award Risk Assessment tool when engaging new 

subrecipients or contractors to assess the appropriate level of monitoring required before, during, and after 

the period of performance.   

Charging Costs to Federal Awards 

It is the policy of the CCRPC that only costs that are reasonable, allowable and allocable to a 

Federal award shall be charged to that award directly or indirectly. All unallowable costs 

shall be appropriately segregated from allowable costs in the general ledger in order to assure 

that unallowable costs are not charged to Federal awards. 

 

Segregating Unallowable From Allowable Costs  

The following steps shall be taken to identify and segregate costs that are allowable and 

unallowable with respect to each federal award: 

 

1. The budget and grant or contract for each award shall be reviewed for costs specifically 

allowable or unallowable. 

2. Accounting personnel shall be familiar with the allowability of costs provisions of 

OMB Circular A-1222 CFR Part 200, "Cost Principles for Non-Profit OrganizationsSubpart E – 

Cost Principles", particularly: 

a. The list of specifically unallowable costs found in Attachment B (Selected Items of 

Cost), such as alcoholic beverages, bad debts, contributions, fines and penalties, 

lobbying, etc. 

b. Those costs requiring advance approval from Federal agencies in order to be allowable in 
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accordance with Attachment B, such as foreign travel, equipment purchases, etc.. 

3. No costs shall be charged directly to any Federal award until the cost has been determined to 

be allowable under the terms of the award and/or OMB Circular A-1222 CRF Part 200. 

4. All items of miscellaneous income or credits, including the subsequent write-offs of uncashed 

checks, rebates, refunds, and similar items, shall be reflected for grant accounting purposes as 

reductions in allowable expenditures if the credit relates to charges that were originally charged 

to a Federal award or to activity associated with a Federal award. The reduction in expenditures 

shall be reflected in the year in which the credit is received (i.e. if the purchase that results in the 

credit took place in a prior period, the prior period shall not be amended for the credit.) 

 

Criteria for Allowabilitv  

It is the policy of the CCRPC that all costs must meet the following criteria in order to be treated 

as allowable direct or indirect costs under a Federal award: 

 

1. The cost must be "reasonable" for the performance of the award, considering the following 

factors: 

a. Whether the cost is of a type that is generally considered as being necessary for the 

operation of the organization, or the performance of the award; 

b. Restraints imposed by such factors as generally accepted sound business practices, 

arm's length bargaining, Federal and state laws and regulations, and the terms and 

conditions of the award; 

c. Whether the individuals concerned acted with prudence in the circumstances; 

d. Consistency with established policies and procedures of the CCRPC, deviations from 

which could unjustifiably increase the costs of the award. 

2. The cost must be "allocable" to an award by meeting one of the following criteria: 

a. The cost is incurred specifically for a Federal award; 

b. The cost benefits both the Federal award and other work, and can be distributed in 

reasonable proportion to the benefits received; or 

c. The cost is necessary to the overall operation of the CCRPC, but, where a direct 

relationship to any particular program or group of programs cannot be demonstrated. 

 

3. The cost must conform to any limitations or exclusions of OMB Circular A-1222 CFR Part 

200 or the Federal award itself. 

4. Treatment of costs must be consistent with policies and procedures that apply to both federally 

financed activities and other activities of the Organization. 

5. Costs must be consistently treated over time. 

6. The cost must be determined in accordance with generally accepted accounting principles. 

7. Costs may not be included as a cost of any other federally financed program in the current or 

prior periods. 

8. The cost must be adequately documented. 

 



 

Administrative and Operating Policies and Procedures – Part 3 
Accounting & Internal Control Policies and Procedures 108 

Cost Sharing and Matching 

It is the policy of CCRPC to value contributed services that are to be used to meet a cost sharing 

or matching requirement at their fair market values at the time of contribution, unless award 

documents or Federal agency regulations identify specific values to be used. 

Claim contributions as meeting a cost sharing or matching requirement of a Federal award only 

if all of the following criteria are met: 

 

1. They are verifiable from records. 

2. They are not included as contributions for any other federally assisted project or program. 

3. They are necessary and reasonable for proper and efficient accomplishment of project or 

program objectives. 

4. They are allowable under OMB Circular A-1222 CFR Part 200. 

5. They are not paid by the Federal government under another award, except where authorized 

by Federal statute to be used for cost sharing or matching. 

6. They are provided for in the approved budget when required by the Federalawarding agency. 

7. They conform to all provisions of OMB Circular A-1102 CFR Part 200. 

8. In the case of donated space, the space is subject to an independent appraisal or market survey 

to establish its value. 

 

It is the policy of CCRPC to require volunteers to document and account for their contributed 

time. 

 

General Procedures 

Outlays for Federal grant programs are tracked by CCRPC’s accounting system.  Outlays and 

Federal grant budgets are continuously monitored and reconciled.  Drawdowns of Federal cash 

are limited to the needs of the Federal Grant.  Payments related to Federal assistance agreements 

to subrecipients and contractors shall be made as soon as reasonably possible following receipt 

of Federal cash. 

 

Required Reports 

Periodic reports must be submitted to the Federal authorities. These reports are submitted on 

forms provided by the authorities as required. 

Required Certifications 
According to OMB 2 CFR Part 200.415, Required Certifications, all annual fiscal reports and any 

invoices requesting payment or reimbursement must include a certification signed by an official who is 

authorized to legally bind the non-Federal entity.  The certification must read as follows: 

“By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, 

and accurate, and the expenditures, disbursements and cash receipts are for the purposes and objectives 

set forth in the terms and conditions of the Federal award. I am aware that any false, fictitious, or 

fraudulent information, or the omission of any material fact, may subject me to criminal, civil or 

administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 

1001 and Title 31, Sections 3729-3730 and 3801-3812).” 
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closest to the beginning of the calendar quarter.  In some cases the closest Payroll check 

date may fall before the new quarter begins.  However, the January contribution will not 

be performed before the start of the new year to comply with IRS contribution rules.        

 Payroll tax documents including 941’s and quarterly reports to the State are prepared and 

sent along with payment by CCRPC’s bank payroll services.  Quarterly Federal and State 

payroll tax reports are provided by CCRPC’s bank and are filed in the payroll binder for 

the appropriate time period. 

 At the end of each calendar year payroll tax documents, including W2’s, a W3, 1099’s 

and a 1096 are prepared and submitted to the IRs and the State by CCRPC’s bank payroll 

services. 

 The Business Manager picks up employees and contractor tax documents and distributes 

them within time periods defined by law.  Copies of W2’s, the W3, the 1099’s, and the 

1096 are retained in the payroll binder for the appropriate year. 

 

In the event of a new hire: 

 

 Vermont Department of Labor New Hire Reporting is completed. 

 Offer letter is referenced for position title, salary or hourly rate and start date.  W4 is 

completed and referenced for tax withholding and general employee information.  When 

applicable employee completes benefit enrollment forms, payroll reduction agreements 

are signed, which are referenced for voluntary payroll deductions.  Relevant employee 

information is entered into the online portal and is updated as needed. 

 

In the event of a termination the payroll information is updated accordingly in the payroll online 

portal as well as the terminated employee’s personnel file. 

Equipment 

The CCRPC capitalizes any equipment purchase of $5,000 or greater.  Equipment purchased for less than 

$5,000 will be expensed at the time of purchase.  Capital equipment is listed on a depreciation schedule, 

which is updated at the close of each fiscal year.  The CCRPC depreciates equipment on a five year 

schedule unless another timeframe is more appropriate.  Capital equipment purchases shall be budgeted 

for.  The CCRPC will describe the capitalized equipment and the schedule for replacing capitalized 

equipment, as necessary, each year during the budgeting process.   

Capitalization and schedules of capital equipment are also discussed in Part 2 - Procurement Procedures 

And Self-Certification.   
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Chittenden County Regional Planning Commission 
July 20, 2016 
Agenda Item 5: Action Item   

FY2017 Schedule of Meetings 

Issues: 

 

 
Vermont’s Open Meeting Law requires that public bodies clearly designate the time and place of all 
regular meetings.  Below is the proposed meeting schedule for both the Executive Committee and 
the CCRPC Commission for the 2017 fiscal year beginning July, 2016.  Please mark your calendars. 
 
EXECUTIVE COMMITTEE   COMMISSION MEETINGS 
First Wednesday of the Month   Third Wednesday of the Month 
5:45 p.m. – 7:00 p.m.    6:00 p.m. – 8:00 p.m. 
 
July 6, 2016     July 20, 2016 
August 3, 2016 (Joint w/Finance)                           NO AUGUST MEETING 
September 7, 2016                              September 21, 2016 
October 5, 2016    October 19, 2016 
November 2, 2016  November 16, 2016 
  (Joint with Finance Comm. for audit)  
December 7, 2016                                                     Legislative breakfast date TBD 
January 4, 2017     January 18, 2017  
February 1, 2017    February 15, 2017 
March 1, 2017     March 15, 2017 
April 5, 2017     April 19. 2017 
May 3, 2017                  May 17, 2017 
June 7, 2017     June 21, 2017 (ANNUAL MEETING) 
 
The Transportation Advisory Committee (TAC) meets the first Tuesday of each month at 9:00 a.m. 
(except on Town Meeting Day, when they meet on the 1st Wednesday.) 
 
The Clean Water Advisory Committee (CWAC) meets the first Tuesday of each month at 11:00 a.m. 
(except on Town Meeting Day, when they meet on the 1st Wednesday.) 
 
The Finance Committee generally meets the 4th Wednesday of each month at 5:45 p.m. 
 
The Planning Advisory Committee (PAC) generally meets bi-monthly on the 2nd Wednesday of the 
month from 2:30-4:30 p.m.  

Staff Recommendation: That the Commission approve the FY2017 Meeting Schedule. 

Exec. Comm. 
Recommendation: 

That the Commission approve the FY2017 Meeting Schedule. 

For more information 
contact: 

Bernie Ferenc 
846-4490 ext. *10 or bferenc@ccrpcvt.org  

 

 

mailto:bferenc@ccrpcvt.org


 
 

Chittenden County Regional Planning Commission 
July 6, 2016 
Agenda Item 6: Chair Action Item   

FY2017 Committee Appointments 
Issues: 

 

From the Bylaws:  Article VII.B. “The Chair shall … with concurrence of the Chittenden County 
Regional Planning Commission, establish and appoint committees and their members.”   
Article XI: “All Chittenden County Regional Planning Commission Board members are 
encouraged to participate in a minimum of at least one standing committee.  The Chair may 
appoint ad hoc committees for a specific purpose with the approval of the Chittenden County 
Regional Planning Commission.  Committees should include subject matter experts as needed 
to provide advice to the Chittenden County Regional Planning Commission Board.” 
  
Finance Committee (Secretary/Treasurer, Vice Chair and 1 other board member):   
Brian Bigelow, Underhill (Chair); Mike O’Brien, Winooski, Jeff Carr, Essex 
 
Board Development Committee (past Chair and up to 4 other board members):   
Andy Montroll, Burlington (Chair); Sandy Dooley, South Burlington; Catherine McMains, 
Jericho; Jeff Carr, Essex; ___________________ 
 
Unified Planning Work Program Committee (3-5 board members):   
Michael O’Brien, Winooski (Chair); John Zicconi, Shelburne; Andrea Morgante, Hinesburg: 
_________________________; ___________________________ 
 
Transportation Advisory Committee (1 board member):  Barbara Elliott, Huntington 
 
Planning Advisory Committee (1 board member):  Joss Besse, Bolton 
 
Long Range Planning Committee (3-6 board members, one of them to be Chair of the LRPC): 
Justin Dextradeur, Socio-Econ (Chair); Andrea Morgante, Hinesburg; Marc Landry, 
Colchester; Jim Donovan, Charlotte; Lisa Falcone, Socio-Econ 
 
Clean Water Advisory Committee: (1 board member) Don Meals, Conservation/Environment 
 
Brownfields Advisory Committee:  Jacquba Boure, Assoc. of Africans Living in Vermont; Curt 
Carter, GBIC (Chair); Eric Howe, Lake Champlain Basin Program; Marcel Beaudin, Architect 
Emeritus; Dr. Pablo Bose, UVM; Justin Dextradeur, Socio/Econ/Housing 
 
All Hazards Mitigation Plan Update Committee:   Chris Shaw, So. Burlington. 
 
Active Transportation Plan Committee: (June 2015-September 2016) Katelin Brewer-Cole, 
Local Motion; Bob Henneberger, AARP/TAC; Nicole Losch, Burlington, David Armstrong, 
CCTA/TAC; Sandy Thibault, CATMA/TAC; Ian Stokes, Richmond Trails Committee; Phoebe 
Spencer, Essex Jct, Walk/Bike Advisor Comm; Heather Danis, Vermont Dept. of Health; Chris 
Shaw, CCRPC Board; Nick Meltzer, VTrans; Nelson Hoffman, FHWA; Maren Hill, VT Safe 
Routes to Schools   
 
ad hoc Clean Water Funding/Financing Committee?  

 



 
 
 
VAPDA representative: Andy Montroll, Burlington; _______________________ (Alt.) 

 
Executive Committee 
Recommendation: 

 
NA 

For more information 
contact: 

Charlie Baker 
846-4490 ext. *23 or cbaker@ccrpcvt.org  

 

mailto:cbaker@ccrpcvt.org


In accordance with provisions of the Americans with Disabilities Act (ADA) of 1990, the CCRPC will ensure public meeting sites are 
accessible to all people.  Requests for free interpretive or translation services, assistive devices, or other requested accommodations, 
should be made to Emma Vaughn, CCRPC Title VI Coordinator, at 802-846-4490 ext. *21 or evaughn@ccrpcvt.org, no later than 3 business 
days prior to the meeting for which services are requested. 
 
 

REGULAR MEETING & PUBLIC HEARING 
AGENDA 

Wednesday, July 20, 2016, 6:00 pm 
CCRPC Offices at 110 W. Canal Street, Suite 202 

Winooski, VT   05404 

 
 

       DRAFT 

5:30 pm – CONSENT AGENDA:  Minor TIP Amendments 

DELIBERATIVE AGENDA 

1. Call to Order; Changes to the Agenda 
2. Public Comment Period on Items NOT on the Agenda 
3. Action on Consent Agenda (MPO Business)    (Action: 1 min.) 
4. Approve Minutes of June 15, 2016 Meeting *  (Action; 2 min.) 
5. Community Health Needs Assessment, Penrose Jackson, UVM Health Network  (Presentation; 10 min.) 
6. Public Hearing for FY17-20 Transportation Improvement Program (TIP) *   

a. Presentation & Public Hearing (Information: 30 minutes) 
b. Approval of the TIP* (Action: 5 minutes) 
c. Certification of the Planning Process* (Action:  5 minutes) 

7. Approve Shelburne Town Plan & Planning Process* (Action:  5 min.) 
8. FY17 Schedule of Meetings* (Action:  5 min.) 
9. Solicitation and Appointment of Members to serve on Committees* (Action/Information: 15 min.) 
10. Charge to Board Development Committee to update Bylaws (Chair Action: 5 minutes) 
11. Shared Dispatch Services draft resolution* (Action:  20 minutes) 
12. Draft All Hazards Mitigation Plan review   (Presentation/Discussion; 20 min.) 
13. Chair/Executive Director’s Updates  (Information; 2 min.) 

a. Priorities for the year 
b. New Brownfield Assessment Grants 
c. Building Homes Together campaign update 
d. Executive Director’s Report (to be sent separately) 

14. Committee/Liaison Activities & Reports * (Information; 2 min.) 
a. Executive Committee (draft minutes June 8, 2016 & July 6, 2016)* 

i. Act 250/Sec 248 letters (1)* 
b. Transportation Advisory Committee (draft minutes July 5, 2016)* 
c. CWAC & MS4 Subcommittee (draft minutes, July 5, 2016) 

15. Adjournment  
*Attachment 

The July 20th  Chittenden County RPC meeting will air on _________, ______, 2016 at 8:00 p.m. and be available 
online at: http://www.cctv.org/watch-tv/programs/chittenden-county-regional-planning-commission-61 

 NO AUGUST MEETINGS FOR TAC OR CCRPC BOARD. 
 
Upcoming Meetings - Unless otherwise noted, all meetings are held at our offices:   

• Clean Water Advisory Committee - Tuesday, August 2, 2015; 11:00 a.m. 
• Executive Committee - Wednesday, August 3, 2015; 5:45 p.m. 
• Brownfields Advisory Committee - Monday, August 8, 2016; 3:00 p.m. 
• Transportation Advisory Committee – Tuesday, September 6, 2016; 9:00 a.m. 
• CCRPC Board Meeting - Wednesday, September 21, 2016; 6:00 p.m. 
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