
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. *121 or evaughn@ccrpcvt.org, no later than 3 
business days prior to the meeting for which services are requested. 

Agenda 
Executive Committee Meeting 

Wednesday, February 7, 2024 – 5:45 p.m.

Zoom Link: https://us02web.zoom.us/j/81881660080
Dial-in +1 305 224 1968 

Meeting ID:  818 8166 0080 

1. Call to Order, Attendance 

2. Changes to the Agenda, Members’ Items (Action) 

3. Executive Committee Minutes – January 3, 2024* (Action) 

4. Initial compensation study discussion (Discussion) 

5. Act 250 & Section 248 Applications  
a. n/a  (Action) 

6. Draft Code of Conduct* (Discussion/Action) 

7. Equity Update  (Discussion) 

8. Minutes format discussion  (Discussion) 

9. Chair/Executive Director Report (Discussion) 
a. Legislative update 
b. Staffing update  
c. Other 

10. New Business  (Discussion) 

11. Draft February 21, 2024, Board agenda review* (Discussion) 

12. Executive Session – to discuss contract with VELCO   (Action) 

a. Premature public knowledge would clearly place the public body, or a person involved, at a 
substantial disadvantage. 

13. Adjournment  (Action) 

Attachments 

NEXT MEETING – Executive Committee March 6, 2024; 5:45 p.m.



CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION 1 
JOINT EXECUTIVE AND FINANCE COMMITTEE MEETING MINUTES 2 

DRAFT 3 
4 

DATE:  Wednesday, January 3, 2024 5 
TIME:  5:45 PM 6 
PLACE:  Remote Attendance via ZOOM   7 

8 
PRESENT: Chris Shaw, Chair   Catherine McMains, Past Chair  9 

Elaine Haney, at large >5000  Jacki Murphy, Secretary/Treasurer 10 
Jeff Carr, Finance  Bard Hill, Vice-Chair 11 
Michael Bissonette, at large <5000 12 

13 
STAFF:  Charlie Baker, Executive Director  Taylor Newton, Planning Mgr.   14 

Forest Cohen, Senior Business Mgr.   Amy Irvin Witham, Business Office Mgr.  15 
Anne Nelson Stoner, Equity &Engagement Mgr. Emma Vaughn, Communications Mgr.  16 

17 
1. Call to Order, Attendance. The Joint Finance and Executive Committee meeting was called to order 18 

by the Chair, Chris Shaw, at 5:47 PM.  19 
20 

2. Changes to the Agenda, Members items. Charlie added the review of the draft January Board 21 
agenda after item 8.  22 

23 
3. Approval of the December 6, 2023, Joint Executive and Finance Committee Meeting Minutes 24 

CATHERINE MCMAINS MADE A MOTION, SECONDED BY JACKI MURPHY TO APPROVE THE 25 

DECEMBER 6, 2023, JOINT EXECUTIVE AND FINANCE COMMITTEE MINUTES, AS PRESENTED. 26 

MOTION CARRIED UNANIMOUSLY.  27 

4. FY24 UPWP & Budget Mid-year Adjustment   28 
Charlie referred members to the updated FY24 Mid-Year Budget and UPWP documents included 29 
with the packet. Charlie said the overall mid-year budget was slightly lower, coming in at 30 
$9,309,535, down from the original budget of $9,571,017. He highlighted various budget line items 31 
for members, including the following:  32 

33 

 Transportation, Line 23, Regional Planning Grant Funds Match: Charlie said they are 34 
concerned we will not be able to spend out the funds. This helps our bottom line at the end 35 
of the year, as we can preserve dues.  36 

 Natural Resources and Energy, Line 37, EDA Planning Grant, Line 38 Municipal Vulnerability 37 
Index, and Line 39 EPA Climate Pollution Reduction Act: Charlie explained these lines coded 38 
yellow because they will be updated as we are awaiting additional information from the Vt. 39 
Department of Environmental Conservation.  40 

 Natural Resources and Energy, Lines 51, ACRPC Basin 5 Streams Project, Line 54, Urban and 41 
Community Forestry Block Grant: These are coded blue because the funding agreements 42 
came through after the original budget was created.  43 

 Emergency Management and Health, Line 59, United way Funding Committee: This was 44 
coded blue because the funding agreement came through after the original budget was 45 
created.   46 

47 
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Charlie said the Urban Community Forest and Block grant is a $700K grant designed to fund a 3-year 1 
initiative to plant 2000 trees. He said Darren Schibler was the lead on this.  2 

3 
Jacki Murphy asked for clarification on the direct amounts on the budget sheet. Charlie explained 4 
this was something he and Forest added years ago; the funds listed as direct are separate pass-5 
through funds. They wanted these funds set apart from revenue that supports CCRPC staff salaries 6 
and operations. Charlie explained this designation serves to clarify direct expenses versus money 7 
that is passing through for project consultants. Charlie pointed out the ~$6.25 million is mirrored on 8 
the expense side as funds that move through to consultants and ~$3 million shows up as operating 9 
expenses. Charlie said the excess amount went from $69,000 to $84,000 at mid-year and included 10 
an additional $20K budgeted for staff bonuses. Charlie said it is the right thing to do, considering 11 
how much work has been accomplished over the past year. Charlie asked members if they were 12 
okay with the proposal. Jeff said he would defer to the Executive Director on rewarding staff for 13 
doing great work and thinks it is good for morale and retention. Members agreed.  14 

15 
Charlie pointed out two capital investments. The first was $12,550 for a server upgrade and the 16 
second was a quote of $70,000 for office renovations. He explained that with more staff working at 17 
the office again, we want to create a small suite of meeting pods. Jeff asked why storage wasn’t 18 
cloud based. Charlie explained we do have cloud storage for most of our work, but some of our 19 
accounting and GIS files remained on the server.  20 

21 
Charlie said the indirect rates have leveled out over the last 5-6 years. He feels the ACCD funds, and 22 
our cash balances, helped stop these swings. Charlie said there are still some edits left for the larger 23 
work program, but it is consistent on the transportation side.  Jeff reminded everyone it wasn’t 24 
always this way, he said this is a testament to solid work from CCRPC leadership and staff. Jeff gave 25 
Charlie kudos.  26 

27 
JEFF CARR MADE A MOTION, SECONDED BY BARD HILL, TO RECOMMEND THE BOARD APPROVE THE 28 
PROPOSED FY24 MID-YEAR ADJUSTMENT BUDGET AND UPWP. MOTION CARRIED UNANIMOUSLY. 29 

30 
The financial portion of the meeting closed at Jeff Carr said goodbye to everyone and excused 31 
himself from the meeting. 32 

33 
5. Act 250 & Section 248 Applications 34 

a) Little Ones University, Williston, #4C0388A-11l 35 
Taylor Newton referred members to the Act 250 notice application letter included with the 36 
packet. He provided an overview and screen share. This is an application letter for the 37 
construction of a retrofit conversion on an existing 5000 sf general office building to a childcare 38 
facility to serve 18 teachers and 114 students. The project is located at 620 Lawrence Place in 39 
Williston, Vermont. The CCRPC understands the scope of the hearing requested by Vt. State 40 
Colleges / Vt. State University has been narrowed to Criterion 5 (Transportation) and Criterion 41 
9K (Public Investments). The CCRPC finds the proposed project to be in conformance with the 42 
planning areas of the 2018 Chittenden County ECOS Plan Strategy 6, Action 8 (ensure adequate 43 
access to high quality and affordable early learning and education programs). The CCRPC 44 
understands the proposed development is estimated to add 42 trips to the area during peak 45 
hours and does not have any major concerns with the effects on traffic. These comments are 46 
based on information currently available; we may have additional comments as the project 47 
continues. 48 
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1 

BARD HILL MADE A MOTION, SECONDED BY CATHERINE MCMAINS, TO APPROVE THE ACT 250 2 

APPLICATION LETTER AS PRESENTED. MOTION CARRIED UNANIMOUSLY.  3 

6. Draft Code of Conduct  4 
Charlie reminded members the Code of Conduct is still in the early stages. We will revisit the Code of 5 
Conduct at our February meeting. Anne Nelson Stoner said the process has been slower than she 6 
anticipated, and she will solicit feedback from members over the course of January. Anne Nelson 7 
provided a Code of Conduct presentation for members. The presentation can be found through the 8 

following link:   the Slide Deck.  9 
10 

The presentation included the following:  11 

 Timeline  12 

 Resources  13 

 Organizational Values 14 
o Integrity 15 
o Accountability 16 
o Inclusion 17 
o Respect 18 

 General Conduct 19 

 Staff Expectations 20 

 Conflict of Interest  21 

 Political Activity (allowed and not allowed) 22 

 Free Speech 23 

 Unacceptable behavior  24 

 Implementation and Accountability  25 

 Conflict Resolution and Discipline/Process 26 

 Restorative Justice/Process  27 

 Employee Grievance 28 
29 

Bard Hill caid he is ruminating on staff expectations, specifically remote work. In his experience 30 
people with the option to work remotely want to work at the office one day per week. He wonders 31 
what staff wants and how it is related to productivity. Jacki is confused about the hours of work and 32 
the expected hours of work. Bard said in state government flexibility was approved on a case-by-33 
case basis. There was a core set of hours in each day, and within the core hours there was flexibility, 34 
depending on individuals and the specific position. Charlie said the expectations were set up years 35 
before. The current CCRPC staff balance flexible work schedules with their individual work demands.  36 

37 
Chris Shaw asked about Conflict of Intereswt and how the Hatch Act comes in to play at CCRPC. 38 
Charlie and Anne Nelson explained this is included because the CCRPC receives Federal funding. 39 
Member discussion regarding the Hatch Act ensued. Anne Nelson said many of the expectations 40 
applied to CCRPC staff and not committee and board members. She wonders where boundaries and 41 
lines should be, in terms of conflict of interest. Elaine Haney said CCRPC Board and committee 42 
members should be clear they are not representing the CCRPC in outside activities, political or 43 
otherwise, they participate in. Anne Nelson said expectations will be rolled out to new members, 44 
she feels there is space for training on conflict resolution and restorative justice and there should be 45 
avenues for regular feedback in the form of workshops and training and orientations. Charlie said 46 
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our bylaws currently have a conflict-of-interest rule for board members. Anne Nelson agreed, all 1 
new members will need to sign off on when joining. Discussion ensued. Members think a document 2 
should be distributed to all members, new and existing, for their signature annually. Charlie said we 3 
do have this type of guidance in our bylaws. Our mission and vision statement need to be 4 
reexamined as well as our bylaws. He proposed a bylaw review by the Executive Committee in 2024 5 
in order that we deal with these issues at once. Members agreed.  6 

7 
7. Equity Update 8 

Anne Nelson said she continued her work with the Equity Advisory Committee on various initiatives 9 
including: EAC membership turnover, EAC meeting to discuss Climate Action in partnership with 10 
Climate Action Office, Equity Action Plan draft, ECOS public engagement plan, participation in the 11 
Ethical Performance Improvement Campaign (EPIC), continued mentorship and coaching from the 12 
Creative Discourse Group and an individual consultant, Siri Russel.  13 

14 
8. Chair/Director Report  15 

a) Legislative Update. Charlie said the Legislators are in start-up mode.  There is movement on the 16 
Act 250 flood resilience, which is good. 17 

b) Compensation Study  18 
Charlie reminded members we had a compensation study done. There will be information 19 
shared in February and substantive information will be available in March. He explained we are 20 
looking at total compensation, salaries, and benefits.   21 

c) Staffing Update 22 
Charlie said we hired a new transportation planner, Eliana Fox. She started January 2. He 23 
reminded members we are currently interviewing for the open business office position. We 24 
have many good candidates and hope to announce a new hire soon.   25 

26 
8a.  Draft January Board Agenda review  27 

Charlie screenshared the January 17, 2024, Board meeting agenda with members. Agenda items 28 

include the FY24-UPWP Mid-Year Adjustment and Budget, Minor TIP amendment, minutes, Board 29 

Development committee to perform a review and update of bylaws, Equity update, draft Code of 30 

Conduct discussion, and approval of town plans. Mike Bissonette suggested moving the Jericho and 31 

Essex Town plan approvals into the consent agenda. Taylor Newton said he doesn’t see any reason 32 

not to. Catherine McMains and Elaine Haney agreed. Mike asked if a discussion on dispatch could be 33 

scheduled for a future meeting. Charlie said yes. Catherine asked about funding for emergency 34 

service calls and rescue services. Charlie said he will check.  35 

9. New Business:  None.  36 
37 

10. Executive Session: None needed. 38 
39 

11. Adjournment: MICHAEL BISSONETTE MADE A MOTION, SECONDED BY BARD HILL, TO ADJOURN THE 40 
MEETING AT 7:21 PM. MOTION CARRIED UNANIMOUSLY. 41 

42 
Respectfully submitted, 43 
Amy Irvin Witham  44 



 

Code of Conduct 
Chittenden County Regional Planning Commission 

Adopted:  
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Purpose   
The Chittenden County Regional Planning Commission (CCRPC) has adopted this Code of Conduct to 

provide guidelines for our behavior and decision-making. All CCRPC staff members must comply with 

this Code. The Executive Director, supervisors and the Executive Committee have a responsibility to 

understand this Code and the policies that apply to them so that they may serve as a resource and provide 

guidance to others. The Executive Director is responsible for the administration of this policy and 

communication of its terms to employees. This Code cannot address every situation staff members might 

encounter, and thus CCRPC relies on the good judgement of staff members to uphold the spirit and intent 

of the Code. Staff members should discuss the issues with your supervisor, the Executive Director, or the 

Executive Committee if they are ever unsure about what to do in a particular situation, Staff members are 

encouraged to ask questions and seek assistance from leadership to access resources.  



Equity Commitment & Organizational Values 
 

Equity Commitment  
Acknowledgement of the Problem: CCRPC acknowledges that structural oppression contributes to 

persistent disparities and condemns racism and discrimination in all its forms. 

Recognition of our Role & Responsibility: As a governmental planning organization with decision-

making influence, the work of CCRPC significantly impacts people throughout Chittenden County. We 

hold ourselves responsible for identifying and addressing historic and current inequities in our own 

practices as well as those of the planning field as a whole.  

Our Commitment: We commit to constantly evaluating our work to transform our actions, policies, and 

procedures through continuous education, leveraging assets to improve access, and meaningful 

collaboration with those most impacted by the problems we seek to address. 

Our Goal: In doing so, we hope to co-create a community where identity and socio-economic status no 

longer influence life outcomes and where all—not the select few—are heard, seen, belong, and treated as 

experts in their own experience. 

Organizational Values  
Integrity 
As stewards of public resources, we recognize and hold our responsibility to serve our communities with 

humility. We adhere to our moral and ethical principles, behave honestly and fairly, and earn trust 

through our actions. 

 
Accountability 
We own and make visible —to ourselves, to one another, and to our communities —our individual and 

institutional work and impact. We welcome and are responsive to reflection and feedback with a 

continued commitment to improving.  

Respect 
We lead with an ethic of care and treat every individual with respect and dignity. We choose our words 

carefully, seek to understand other perspectives and behave in ways that support and empower others. We 

acknowledge the humanity in one another and when we mess up, we tend to our impact, forgive, and keep 

showing up. 

 
Inclusion 
We collaborate and share power with one another and those impacted by our work, inviting, welcoming, 

and elevating differences in knowledge and experience. Relationships are at the center of what we do, and 

we create the time and space needed to nurture them.   

 

General Conduct 
This list of behavioral conduct is intended to reflect and cultivate CCRPC’s organizational values. It is a 

culture that must be actively practiced by all CCRPC staff. This list will continue to grow and evolve as 

we receive feedback from one another and those we serve.  



Integrity 
• We uphold our organizational Mission, Vision, and Equity Commitment.  

• We act locally while keeping the bigger picture in mind. 

• We know that change is constant and remain curious to learning and listening so that we may 

continue to innovate and improve.  

• We prioritize projects that have positive and equitable impacts on our communities. 

• We acknowledge our responsibility and are transparent about our influence, decision-making 

processes, and impact. 

• We prioritize quality over quantity, saying yes only when we have the time and resources to do a 

project well. We say no, or not yet, when we cannot follow through in a timely manner. 

• We slow down in uncertainty.   

• We are willing and accountable to question systems and whether they are still serving their 

intended purpose, aware of when we are operating on “we’ve always done it this way.” We are 

not afraid to ask “why?” 

• We invest in learning about and identifying systems of oppression in our work. 

• We understand and examine the role of power in our internal and external work. By doing so, we 

see power as something to be shared, rather than wielded. 
 

Accountability  
• We share relevant information through accessible, comprehensible, and clear communication. We 

speak plainly, avoiding acronyms and jargon that not everyone may understand. 

• We are honest about the influence and power we hold.  

• We set explicit goals in our work products and develop systems to monitor and evaluate the 

impact of our projects. 

• We create ample space for communication, and we welcome and are responsive to reflection and 

constructive feedback. 

• We practice self-awareness and are honest about how our own  intersecting identities, 

experiences, and backgrounds influence our work. 

• We innovate when and where we can, taking risks if necessary to better serve Chittenden County 

communities. 

• We move past the pressure of perfectionism and into a mindset of improvement.  

• When we make mistakes, we acknowledge it, apologize, and adjust. 

 

Respect  
• We celebrate one another’s successes within and beyond the work environment. 

• We trust and share credit with others.  

• We choose our words carefully, seek to understand other perspectives and behave in ways that 

support and empower others. 

• We are humble about our own expertise in our work and value lived experience over academic 

knowledge. 

• We communicate with respect, clarity, and intention. We address one another with respect to 

gender identity, pronouns, and preferred names. 

• We assume positive intent. 

• We recognize that we have lives outside of work that influence how we show up at work.  

• We advocate for our needs and are receptive to the needs of others. 



• We make space, when necessary and appropriate, for difficult emotions. 

• We are present in meetings and with one another, minimizing distractions and the use of 

technology when meeting. Our presence at meetings is the best way we can support and 

collaborate with our colleagues. 

• We forgive and show grace to others. It’s okay to mess up—we tend to our impact and keep 

showing up with courage. 

 

Inclusion 
• We strive to be attuned to the communities we serve and their needs, aware of what voices are not 

represented.  

• We recognize who our work impacts and include them in the process from the beginning. We 

plan with and not for.  

• We prioritize cultural humility & agility. We reflect, appreciate, welcome, and protect diverse 

personal cultural expressions and experiences, including through food, language, music, art, and 

clothing. 

• We recognize that not everyone has the same financial resources and backgrounds that have 

enabled them to be at this level of their career and strive to be thoughtful in our words and 

actions. 

• We reckon with the past to build the future through meaningfully acknowledging the histories, 

injustices, innovations, and victories of spaces and places before new work begins.  

• We build time into projects to allow for reflection and collaboration. 

• We actively remove barriers to participation and invite others to share opinions and insights.  

• We hold space to grapple with sticky subjects, answer questions, and find consensus before 

making decisions. 

• Staying with a conversation even when the content feels unrelated or counterproductive. (The 

journey, even if messy, is just as important as the outcome!) 

• We nurture relationships by building in time for in person connection, check in with others before 

jumping into work, and hold time to get to know one another. 

• We practice deep listening by suspending judgment and concerning ourselves with understanding 

the speaker's perspective. 

• We move at the speed of trust, and work through and with discomfort.   

• We give due space to joy, laughter, humor, and gratitude.  

• We welcome all regardless of race, religion, class, age, experience, ability, gender expression, or 

sexual orientation. 

• We respect alternative forms of knowledge such as lived experience and generational knowledge. 

• We recognize differences in power and identity. 

 

 

Additional Expectations 
Hours of Work 
Regular work hours consist of a 40-hour workweek, typically eight (8) hours per day, Monday through 

Friday. The office will be open to the public for business from 9:00am to 5:00pm, Mondays through 

Fridays. All employees must record actual hours worked on their time sheets. 



CCRPC Staff may work a flexible schedule that will allow for the completion of their workweek hours, 

understanding that our work needs to be flexible and often requires evening meetings. The Executive 

Director may approve any change from a 40-hour workweek schedule when requested by an employee.  

Employees are entitled to one hour per day for lunch. 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. 

Employees should report their absence from work due to illness or injury to their supervisor, Senior 

Business Manager, or the Executive Director at the start of a regularly scheduled workday and not later 

than 10:00am if possible.  

Remote Work 
CCRPC recognizes the mutual benefits of remote work and allows employees to do so as long as it does 

not impact their performance or quality of work. The Executive Director has the authority to remove this 

ability if the employee’s performance or quality of work is impacted. 

Dress Code  
You are expected to dress in business-casual when representing CCRPC and use discretion in your choice 

of personal attire with the intent of respecting those around you. Our personal cleanliness and appearance 

is a reflection of CCRPC. CCRPC does not restrict employees’ clothing or appearance based on sex or 

gender expression. 

Technology Use 
Technology is necessary and fully integrated into all aspects of our lives. Staff are expected to use 

technology with discretion as both something that enhances workplace productivity and has the potential 

to distract from it. All staff are expected to use a CCRPC computer for work unless otherwise approved 

by the Executive Director. Employees may use their personal cell phones for work but should be aware 

that all work-related communications are subject to public information laws (see p. XX in Personnel 

Policy). Most work business communication should be conducted on Microsoft Teams and Outlook.  

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 may 

be barred from returning. The employee assumes all responsibility for and liability arising from their pet’s 

actions while the pet is on CCRPC property.     

Driving at Work 
Upon hire, employees who will drive a motor vehicle while working will provide a copy of their valid 

driver’s license and proof of current vehicle insurance (if using a personal vehicle) to CCRPC. Employees 

who drive a motor vehicle while working will maintain a valid driver’s license and vehicle insurance 

according to state laws.  Employees who drive while working must notify the CCRPC immediately 

should their legal ability to operate a motor vehicle change.    

CCRPC reserves the right to request Motor Vehicle Records for any employee who drives for work 

purposes.  Any traffic or parking tickets obtained while driving for work are the responsibility of the 

employee. 



Education, Training & Professional Development  
It is the policy of CCRPC not only to encourage participation by employees in activities that improve 

professional development, attitudes, conduct, competence, and enhance career development, but also to 

consider such activity in annual performance evaluations.  Membership in professional organizations 

concerned with planning, local government and its administration, transportation and engineering will 

therefore be encouraged.  Participation in workshops, training sessions, seminars, etc. are encouraged and 

expected as long as they do not interfere with the work of the employee.  CCRPC commits to including 

reasonable funding, within our annual budget, for such activities except during times of financial distress. 

Staff Training: Staff are expected to attend and actively participate in all-staff trainings.   

Membership Organization Annual Dues: Annual dues to professional membership organizations may 

be reimbursable to an employee upon approval by the Executive Director and subject to funding 

availability. Employees must be active in the organization for CCRPC to reimburse membership fees. 

Active participation includes, but is not limited to, attending local, state, regional or national meetings 

and/or educational opportunities provided by the membership organization. Membership organizations 

include, but are not limited to, the American Planning Association and its Chapters and Sections, the 

Vermont Planners Association, the Institute of Transportation Engineers, the American Society of Civil 

Engineers, the National Association of Regional Councils and the Association of Metropolitan Planning 

Organizations.   

Registration Fees: CCRPC will pay for registration fees and related costs for participation in relevant 

workshops, training sessions, seminars, and regular meetings for employees. Registration, travel, and 

lodging costs must be approved in advance by the Executive Director and are subject to funding 

availability.  It is expected that the employee will provide brief written and/or oral reports to the staff on 

this activity.  

Significant Professional Development: Employees may request to have costs covered and time away 

from work for professional development opportunities that require significant investment but are not for 

credit at a higher learning institution. These requests will be considered by the Executive Director on a 

case-by-case basis.  The cost of the professional development opportunity may be shared by the employee 

as deemed appropriate. CCRPC may grant up to 100% of the time spent on the professional development 

opportunity to be paid time. 

Tuition Reimbursement Program: CCRPC will reimburse up to 75% of an employee’s tuition costs for 

higher education courses for credit that are related to the needs of CCRPC.  Permission and 

recommendation for use of the tuition reimbursement program must be obtained from the Executive 

Director prior to course registration and is subject to funding availability.  Employees must have worked 

for CCRPC at least one year before being eligible for this program. 
 
Awards shall be made quarterly or by semester strictly on a reimbursement basis after the employee has 

successfully completed the course with a grade of C or better (a passing grade must be received in 

pass/fail courses).  Course attendance is on the employee’s own time.  This program is to be used for any 

job-related courses or for course requirements relative to obtaining goals in line with a career path 

objective. Colleges, universities, or other agencies and groups (including the Internet) with recognized 

accreditation, should provide instruction. Employees who are awarded tuition reimbursement must repay 

the award to CCRPC if they leave CCRPC within two (2) years of the completion of the course unless 

laid off.   

Conflict of Interest  



CCRPC employees are placed in a position of public trust. As public officials, we are required to exercise 

our fiduciary authority solely for the benefit of the public. CCRPC has outlined its public responsibility, 

which assures that employees do not place themselves or CCRPC in any real or perceived position of 

conflict of interest: 

Financial Interests: No employee, officer, or agent of CCRPC or its sub-grantees shall participate in the 

selection, award, or administration of a contract supported by federal or state funds if a conflict of 

interest, real or perceived, could potentially be involved.  Such a conflict could arise if any employee, 

officer, agent, immediate family member, or any organization in which immediate family members are 

employed, have a financial interest in the CCRPC selection and award process. 

Acceptance of Gifts or Other Benefits: No employee, officer, or agent of CCRPC will solicit gifts, 

payments for services, favors, entertainment, special accommodations, gratuities, or anything with an 

associated monetary value or gain from contractors, potential contractors, or parties to sub-agreements.  

No employee, officer, or agent of CCRPC will accept same in excess of $50.00.   

Personal Relationships & Hiring: Relatives of employees will be interviewed and treated in the same 

manner as any other candidate for a given position.  Relatives will not interview other relatives. They will 

be considered for employment as long as there is no management reporting relationships or potential 

conflicts of interest between the two relatives.   

Outside Activities & Employment: CCRPC employees are permitted to have other employment and 

their own businesses as long as it does not interfere with performance of their duties and there is no real 

or perceived conflict of interest. If an employee has or obtains another job while working for CCRPC the 

Executive Director must be notified. CCRPC will not purchase from, or contract with, a business owned 

by one of its employees.  

If you are aware of outside interest which would have the potential to create a conflict of interest with 

your duties at CCRPC, you are obligated to disclose such interest to the Executive Director immediately 

either verbally or in writing. The Executive Director will evaluate the situation and determine if a conflict 

of interest may exist. The Executive Director reserves the right to require a cancellation of the activity 

causing a real or perceived conflict of interest and is accountable for disclosing any potential conflict of 

interest to the Executive Committee. The Executive Director has final authority for determining if outside 

activity conflicts with the work of CCRPC. 

Political Activity  
Public sector planning is a political activity. Effective planning at the local and regional level is best done 

if it is non-partisan. To maintain the highest possible credibility, CCRPC activity must be non-partisan. 

The Hatch Act was enacted to insulate civil service from partisan politics and places some limits on the 

political speech of public employees. It covers all state and local employees who are principally employed 

in connection with programs financed in whole or in part by loans or grants made by the federal 

government.  
 
The following political activities are NOT allowed by CCRPC Employees:  

• Engage in political activity: 

o while working (remotely or in the office);  

o within the CCRPC office (no posters, buttons, hats, clothing or other partisan 

paraphernalia);  

o while wearing a CCRPC logo;  

o while driving a CCRPC vehicle;  



o while using CCRPC-issued devices; or 

o via CCRPC email or other CCRPC communication channels.  

• Run for public office in partisan elections.  

• Use official authority or influence to interfere with or affect the results of an election or 

nomination.  

• Directly or indirectly coerce contributions from subordinates in support of a political party or 

candidate.  

• Solicit political contributions from others or invite subordinate employees to political events or 

suggest that they engage in political activity. You may solicit contributions to nonprofit 

organization so long as it is not associated with a partisan candidate or political party.  

• Knowingly encourage or discourage political activity of people you work with. 

• Participate in unlawful conduct related to political activity that makes the individual unfit for their 

position.  

This does not mean that CCRPC employees are prevented from engaging in partisan political activity on 

their own time. The following political activities ARE allowed by CCRPC employees outside of work, on 

personal (not CCRPC-issued) electronic devices and via personal (not CCRPC) communication channels, 

and as long as the employee is clear they are not representing CCRPC:  

• Run for public office in nonpartisan elections.  

• Campaign for and hold office in political clubs and organizations. 

• Actively campaign for candidates for public office in partisan and non-partisan elections.   

• Contribute money to political organizations and candidates and attend political fundraising 

events. 

• Participate in protests and rallies as long as it is on their own time and they are not wearing a 

CCRPC logo.  

• Share opinions on personal social media accounts while not working (remotely or in the 

workplace).1 

• Express opinions about political issues and partisan groups and candidates while not working 

(remotely or in the workplace), not using CCRPC-issued devices, not using CCRPC email or 

other CCRPC communication channels, or not using official authority.2 

 
1 Public employees may "like," "share," "tweet," or "retweet" their opinions on current events and 

partisan political activity as long as they do not do so while working (remotely or in the workplace); they 

do not refer to their title or position in the government while doing so; and they are not soliciting 

political contributions. A supervisor also should be careful not to directly communicate with their 

subordinates about their support or opposition to a particular candidate. or partisan group; a supervisor 

who is “friends” with or has subordinates as “followers” may make a general post about a partisan 

group or candidate, as long as they are not targeting their subordinates with the message. 
 
2 In the 1968 Pickering v Board of Education, a school board fired a teacher after he wrote a letter to the 

editor criticizing the Board’s allocation of funding. The Supreme Court held that a public employer 

cannot fire an employee for speaking on matters of public importance, absent of proof that the 

employee knowingly or recklessly made false statements. The courts have repeatedly held that public 

employees are protected if their speech is a “matter of public importance.” For example, expressing 

 



Free Speech 
As a general matter, if you are speaking (1) as a private citizen, (2) about a matter of public concern 

(political, social, or other concern to the community), and (3) your speech does not interfere with your 

job, your speech is protected.  

However, your speech and action may not be protected if it crosses the line into a real threat, an 

incitement to imminent unlawful action, or becomes part of a pattern of discriminatory harassment (see 

Unacceptable Behavior below). It cannot disrupt your ability or others’ ability to perform workplace 

duties or an efficient workplace. This depends on factors such as time, manner, place, and the extent of 

disruption.  
 

Unacceptable Behavior  
A comprehensive list of unacceptable behavior cannot be outlined in this document. All employees are 

expected to do their best to uphold the values and behavioral expectations outlined above, and address 

conflict or disagreement as it arises. Examples of unacceptable behavior may include, but are not limited 

to:  

• Resisting open communication with and feedback from others  

• Dishonesty 

• Ignoring or interrupting 

• Avoiding responsibility 

• Using exclusionary, derogatory or disrespectful language  

• Displaying nonverbal forms of hostility (staring, glaring, not making eye contact, etc.). 

• Unjustified or frequent criticism 

• Spreading false information, lies, or rumors 

• Excluding another by refusing to communicate or leaving them out of activities, meetings or 

decisions 

• Setting arbitrary standards that others are not expected to follow   

• Socially ostracizing one another by not making eye contact, listening, talking, nor responding to 

emails  

• Withholding important information  

• Setting deadlines that cannot reasonably be met 

• Knowingly give ambiguous instructions 

• Acting surprised or disappointed if a colleague isn’t familiar with something 

• Interfering with or sabotaging the work of another  

• Resisting suggestions for change or improvement 

• Not sharing credit with others 

• Excessive procrastination  

• Calling out coworkers in unwanted ways 

• Avoiding face-to-face confrontation  

• Exhibiting passive aggressive behaviors   
 

 
your view that Black Lives Matter is likely protected by the First Amendment, but informing your 

supervisor that he has a personality defect is not.  



Some behavior is severe and harmful enough to be outright unacceptable and intolerable, and for which 

immediate disciplinary action will be taken that may bypass the restorative process. Examples of such 

behavior may include:  

• Physically harming or assaulting another person(s) 

• Falsely accusing another person(s) 

• Publicly disclosing private information. 

• Making malicious, false and harmful statements about another person(s) 

• Making threatening or intimidating remarks to/towards another person(s) in public or in private. 

• Falsification of records (employment applications, time sheets, expense reports, etc.)  

• Theft, abuses, misuses, or deliberate destruction of CCRPC or employee property  

• Negligence in observing fire prevention or other CCRPC safety regulations, or failure to report 

on-the-job injuries or unsafe conditions  

• Unauthorized or excessive unexcused absenteeism or tardiness  

• Willful refusal to perform work as directed (insubordination)  

• Possession, use, sale, or distribution of illegal drugs or alcoholic beverages on CCRPC premises 

or while conducting CCRPC business 

• Reporting for work or being at work while under the influence of alcohol or with apparent signs 

of drug influence  

• Discrimination or harassment against other employees, customers, visitors, or vendors 

• Stalking another 

• Using, threatening to use, or attempting to use political influence or exerting pressure on any 

CCRPC employee in securing promotion, increased pay or other benefits  

• Fighting, conducting a lottery or gambling, using profane, obscene, or abusive language while at 

work, threatening, intimidating, or coercing others on CCRPC or customer premises or while 

conducting CCRPC business  

• Conviction of a felony or any criminal conviction that tends to bring CCRPC into dispute, or any 

other act of misfeasance, malfeasance, or nonfeasance, or for any other cause. 

• Retaliating against an employee or another person for taking any action or for reporting any facts 

or information related to real or perceived unprofessional conduct or for participating in an 

investigation related to a violation of this code of conduct. 
 

Discrimination  
CCRPC is committed to maintaining a work environment that is free of unlawful discrimination. Any 

discrimination on the basis of any protected characteristics is strictly prohibited. CCRPC provides equal 

employment opportunities without regard to race, color, ancestry, national origin, religion, place of birth, 

age, sex, gender, gender identity, sexual orientation, disability, a positive result from an HIV-related 

blood test, genetic information, citizenship, crime victim status, military or veteran status, or any other 

characteristic protected by applicable law. 

This policy of equal opportunities applies to all terms and conditions of employment, including, but not 

limited to recruitment, hiring, training, professional development, promotion, transfer, termination, layoff, 

recall or rehire, leaves of absence, compensation and benefits, and all other conditions and privileges of 

employment. 

Management is primarily responsible for assuring that equal employment opportunity policies are 

implemented, but all employees share in that responsibility. Any staff member found to be involved in 



discriminatory practices will be subject to disciplinary action, up to and including termination of 

employment. Violations of this Policy will be subject to corrective action, up to and including immediate 

termination of employment.  

If you perceive any discriminatory action or practice whether against yourself or a co-worker, please 

report them in accordance with the following policy. 

Unlawful Harassment  
It is against these policies and illegal under state and federal law, for any team member, regardless of 

gender, gender identity or sexual orientation, to sexually harass another team member.  It is also a 

violation of this policy for a team member to engage in any other unlawful harassment based on those 

protected characteristics listed previously under “Discrimination.”  We are committed to providing a 

workplace free from this unlawful conduct. 

Unlawful harassment is behavior or conduct that has the purpose or effect of substantially interfering with 

an individual's work performance or creating an intimidating, hostile, or offensive working environment. 

The behavior does not need to rise to the level of a hostile work environment to be deemed a violation of 

this policy. While sexual harassment is often given more attention, unlawful harassment includes such 

offensive conduct based on religion, nationality, place of birth, sexual orientation, gender identity, 

religion, disability and other protected characteristics set forth previously. 

Sexual Harassment 

Sexual harassment is a form of unlawful harassment and is against the policies of CCRPC and illegal 

under state and federal law. The CCRPC is committed to providing a workplace free from sexual 

harassment for all employees and for anyone who is performing work or services for CCRPC. It is a 

violation of this policy for any employee to engage in sexual harassment.  

What Is Sexual Harassment? 

Sexual harassment is a form of sex discrimination and means unwelcome sexual advances, requests for 

sexual favors, and other verbal or physical conduct of a sexual nature when: 

● Submission to that conduct is made either explicitly or implicitly a term or condition of 

employment; 

● Submission to or rejection of such conduct by an individual is used as a component of the basis 

for employment decisions affecting that individual; or 

● The conduct has the purpose or effect of substantially interfering with an individual's work 

performance or creating an intimidating, hostile, or offensive working environment. 

 

Sexual or other unlawful harassment can be verbal, physical, auditory, and/or visual and written (i.e., 

email, notes, etc.). It can be either subtle or overt. Unlawful harassment refers to behavior that is not only 

unwelcome, but can also be personally offensive, fails to respect the rights of others, lowers morale and 

interferes with work effectiveness, or violates a person’s sense of well-being. Such behavior is a violation 

of this policy whether or not it rises to the level of a hostile work environment. Examples of sexual 

harassment include, but are not limited to the following (when such acts or behavior come within one of 

the above definitions): 
  

• Conditioning any term of employment either explicitly or implicitly (e.g. continued employment, 

wages, evaluation, advancement, assigned duties or shifts) on the provision of sexual favors; 



• Touching or grabbing a sexual part of an employee's body; 

• Touching or grabbing any part of an employee's body after that person has indicated, or it is 

known, that such physical contact was unwelcome; 

• Continuing to ask an employee to socialize on or off-duty when that person has indicated they are 

not interested; 

• Displaying or transmitting sexually suggestive pictures, objects, cartoons, or posters if it is known 

or should be known that the behavior is unwelcome; 

• Continuing to write sexually suggestive notes or letters if it is known or should be known that the 

person does not welcome such behavior; 

• Referring to or calling a person a sexualized name if it is known or should be known that the 

person does not welcome such behavior; 

• Use of belittling expressions such as “honey,” “dear,” “little lady,” etc.; 

• Regularly telling sexual jokes or using sexually vulgar or explicit language in the presence of a 

person if it is known or should be known that the person does not welcome such behavior; 

• Retaliation of any kind for having filed or supported a complaint of sexual or other unlawful  

harassment (e.g. ostracizing the person, pressuring the person to drop or not support the 

complaint, adversely altering that person's duties or work environment, etc.); 

• Derogatory or provoking remarks about or relating to an employee's sex or sexual orientation; 

• Harassing acts or behavior directed against a person on the basis of their sex or sexual orientation; 

• Off-duty conduct which falls within the above definition and affects the work environment; and, 

• Any of the above conduct towards anyone engaged to perform work or services for CCRPC. 

 

Alcohol & Substance Use  
CCRPC is a drug-free and smoke-free workplace. The use, possession, sale, manufacture, distribution, 

dispensation, concealment, receipt, transportation, or being under the influence of any of the following 

items or substances on CCRPC property (including the presence of detectable levels or identifiable trace 

quantities) by employees is prohibited: 

• Illegal drugs, controlled substances, or intoxicants (alcohol, marijuana, tobacco, and other 

recreational drugs)  

• Illegal drug paraphernalia specifically designed for use with illegal drugs and/or controlled 

substances  

• Abuse of over the counter medications  

• Consuming alcoholic beverages while driving any vehicle for CCRPC business.   

• Moderate use of alcohol in appropriate social settings is allowed; however an employee cannot be 

intoxicated while on the job. The consumption of alcohol on CCRPC property is prohibited 

except as specifically authorized by the Executive Director. 

If consumption of alcohol is permitted for special occasions, it will be explicitly stated, and employees are 

expected to imbibe responsibly. 

Law Enforcement Inspections 

Under state or federal law CCRPC reserves the right (when circumstances warrant and with reasonable 

cause) to permit authorized law enforcement officers to conduct searches and inspections to include, but 

not limited to, offices and desks for the purpose of determining if employees or other persons are using, 

possessing, selling, manufacturing, distributing, dispensing, concealing, receiving, or transporting 

prohibited items and substances while on CCRPC premises. 



Assistance Program 

We recognize that relationships to substance use are complex. It is the policy of CCRPC to first offer 

support and assistance to an employee with a substance abuse problem. If the employee is unwilling to 

seek treatment or if the treatment is ineffective, CCRPC reserves the right to take other action. 

If CCRPC learns that an employee has a substance abuse problem or the Executive Director or co-worker 

may suspect that an employee has violated this policy, the first goal of CCRPC is to provide assistance to 

the employee.  In those cases, the Executive Director may require the employee, as a condition of 

continued employment, to seek additional help through the health plan provider and/or other program. For 

support resources, please see the Employee Assistance Program (EAP) 

Implementation  
All CCRPC employees and representatives are responsible for the enforcement of CCRPC’s Code of 

Conduct. CCRPC strives to assist members in adhering to this Code of Conduct through education, 

training and ongoing discussion. The following activities will help ensure there is time for reflection, 

feedback, and progress as it relates to upholding and actualizing the Code of Conduct and cultivating a 

workplace environment that is integrous, accountable, inclusive, and respectful.  

Signed Acknowledgement of Receipt and Review  
To foster a culture of regular re-evaluation and commitment, all CCRPC employees will sign an 

acknowledgement of the personnel policy, including the code of conduct, upon hire, upon any revisions, 

and annually thereafter. Employees may request a copy at any time through the Senior Business Manager. 

Onboarding & Orientation 
At the point of onboarding, the Executive Director and/or the employee’s supervisor will thoroughly 

review this organizational code of conduct with the new employee, discussing in detail CCRPC’s equity 

commitment, organizational values, expected behaviors, conflict resolution process, and the annual 

evaluation process. The Executive Director and/or their supervisor will be upfront and transparent about 

the timing, roles, and functions of the probationary period of employment and the annual evaluation 

process.  

In the first year of employment, emphasis will be placed on creating opportunities for the new employee 

to connect and learn about every other employee. The purpose is for the entire team to build relationships 

and learn to communicate better based on everyone's communication needs and styles. 

Recognition & Feedback   
Recognition and regular feedback are essential aspects of a collaborative work environment. Every 

employee is expected to be proactively responsible in recognizing employees’ strengths and successes 

and providing constructive feedback. Both positive and constructive feedback promotes a culture of 

evaluation where we move past the pressure of perfectionism and into a mindset of constant 

improvement. All employees are encouraged to regularly structure time at the beginning or end of 

meetings to share thoughts with care and shout out teammates for their hard work. Supervisors are 

expected to regularly check in with staff and allow for mentorship, feedback, and reflection. Staff are 

welcome and encouraged to share appreciation during all staff meetings or submit appreciation for other 

staff to the Executive Director. All staff meetings will incorporate a regular practice of sharing 

appreciation.  

Annual Performance Evaluations  

https://info.nisbenefits.com/hubfs/resources/137-eap-ee.pdf?utm_campaign=2023-nis-support&utm_medium=email&_hsmi=249489381&_hsenc=p2ANqtz-8RtpLdi2ydAAFs8-Kl8BSqMbZGd9LZ2EcfMMl6bLqfUk-Ax27BD5nQJ38yfW0WWIOg-IP5NOnhTIXBg269fK1Xhdriyg&utm_content=249489381&utm_source=hs_email


Performance Reviews are intended to strengthen relationships between staff members while also 

identifying the aspects of the job that are being performed well and those aspects that need attention and 

improvement. They are also formal opportunities for an employee to express any concerns they might 

have about the job or their employment with the organization. However, if an employee does have 

concerns, there is no need to wait until their next review to express them; supervisors are available 

throughout the year to meet with employees about issues, feedback, or questions related to employment.  

All CCRPC employees will be given an opportunity annually to reflect on the organizational values and 

code of conduct. During the Annual Evaluation with your manager or the Executive Director, you will be 

given an opportunity to reflect on how conflict was handled, how feedback was, or was not utilized, and 

how we may have opportunities to demonstrate growth.  

Workshops & Training 
All CCRPC staff must participate in workshops and training regarding this policy throughout the year. 

You will have an opportunity each year to reflect on the training and workshops provided and make 

suggestions for additional training that may be useful. All staff must attend the training and workshops 

and may be required to participate in follow-up conversations and educational opportunities. Topics for 

training may include areas such as diversity, equity & inclusion, conflict resolution process, de-escalation 

techniques, public meeting facilitation, inclusive meeting design, etc.  

Public Meetings  
CCRPC employees regularly interact with the public through public meetings. CCRPC staff are expected 

to be familiar with public meeting laws and are encouraged to share our organizational values and a set of 

ground rules at the beginning of all public meetings. This will help the communities we serve hold us 

accountable to our own values and code of conduct, as well as set an expectation for how the public ought 

to behave while engaging in our work, allowing staff to set boundaries and expectations for their 

behavior.  

 

Conflict Resolution & Discipline 
“Accountability could be a more restorative justice approach as opposed to an approach of canceling 

engaging... we have to give people the grace to make mistakes.” - Ibram Kendi  

Conflict is an inherent part of collaborative work, and our success depends on our ability to move through 

and learn from it. CCRPC seeks to be transformative and trauma-informed, to prioritize dialogue, and to 

foster learning and development in its response to harm and conflict. A trauma-informed approach seeks 

to understand how trauma affects behavior and responses rooted in past experiences so that we can better 

empathize with each other’s perspectives and experiences. As such, we plan to integrate restorative justice 

principles and practices into this process, while recognizing the limits of what the restorative justice 

process allows us to do, knowing that sometimes disciplinary action needs to be taken. All employees are 

expected to use restorative approaches as primary interventions for addressing conflicts. 

If you witness, encounter, or experience, either directly or indirectly, what you believe to be a violation, 

or potential violation, of this Code, speak up. Speaking up is not only the right thing to do but also failure 

to report or address acts will be considered a violation of this policy. Addressing harm, however minor it 

may be, helps CCRPC resolve issues quickly and thoroughly before growing into larger issues, and 

provides guidance on how the Code applies in specific situations. It also helps CCRPC to live the 

organizational values and fulfill its mission. 



Step 1: If Possible, Address Directly 
Staff are asked to participate in regular proactive processes for relationship building and repair. When 

conflict arises and you feel comfortable, you are encouraged to address the conflict directly by 

approaching the staff member or representative who you believe to have caused harm, whether 

advertently or inadvertently, or someone who appears to have been harmed by someone else. Often, harm 

was unintended, and conflict can be resolved directly between involved parties through dialogue. See XX 

for a restorative conversation map.  

If you are approached as having (consciously or otherwise) acted in a way that might make your 

teammates feel unwelcome, listen with an open mind and avoid becoming defensive. Remember that if 

someone is offering feedback, it likely took a great deal of courage for them to do so. The best way to 

respect that courage is to acknowledge your mistake (your impact, not your intention!), apologize, and 

move on—with a renewed commitment to do better. Direct resolution often results in informal dialogue 

and an apology.  

If you want to speak to a person impacted by an incident or to the person who has violated the Code of 

Conduct, but you are unsure how to navigate the interaction, reach out to your supervisor or the Executive 

Director for guidance. These conversations are tricky, and we would like to help figure out how to best 

approach and navigate them. 

If you are uncomfortable handling the conflict yourself, please report the harm and ask for support. The 

Executive Director can arrange for formal facilitation between the aggrieved parties and coordinate other 

conflict resolution measures. 

Step 2: Report  
If you do not wish to communicate directly, or if direct dialogue has been ineffective, then you are 

encouraged to report the situation as soon as possible, regardless of seriousness. You may report a 

complaint either verbally or in writing. Documentation of both oral and written warnings will be signed 

by the Executive Director and the employee and kept in the employee’s personnel file. The employee's 

signature indicates only receipt of the document, not necessarily their agreement with it. This document 

will include the date of the violation, description of the violation, and indication of necessary 

improvement, and information concerning further disciplinary action that may result from failure to show 

improvement. In the case of unlawful harassment, your complaint should be as detailed as possible, 

including the names of individuals involved and any witnesses.  

Every supervisor is responsible for promptly responding to, or reporting, any complaint or suspected acts 

of harassment. Supervisors must promptly report any such complaint or concern to the Executive 

Director. A supervisor’s failure to appropriately report or address such complaints or suspected acts shall 

be considered a violation of this policy. All reports will be reviewed, addressed and, if necessary, 

investigated. 
 

Who do I report to?  

• Staff  reporting about Staff: Executive Director or Supervisor (Senior Business Manager, 

Transportation Program Manager, or the Planning Program Manager)  

• Staff – Executive Director: Executive Committee  

• Staff – Board Member: Executive Committee (inform Executive Director)  

• Staff – Committee Member: Executive Committee (inform Executive Director)  

• Staff – Public: Executive Director or Supervisor 



If you do not feel comfortable reporting directly to a member of the Executive Committee, please report to 

a supervisor or the Executive Director. They can report to the Executive Committee for you. 

Although employees are strongly encouraged to file complaints of unlawful harassment with CCRPC, the 

following government agencies also process complaints of harassment: 

● Vermont Attorney General's Office, Civil Rights Unit, 109 State Street, Montpelier, VT 05609, 

tel: (802) 828-3171 (voice/TDD). 

● Equal Employment Opportunity Commission, 475 Government Center, Boston, MA 02203, tel: 

(800) 669-4000 (voice); (800) 669-6820 (TTY). 
 

Any employee who reports a concern in violation of CCRPC policies, however serious, will be treated 

courteously and the matter will be handled swiftly and as confidentially as feasible in light of the need to 

fairly and thoroughly investigate and take appropriate corrective action. Complaints made in good faith 

will in no way be used against the employee, nor will they have an adverse impact on employment status. 

In the case of unlawful harassment, it is illegal to retaliate against an employee for reporting in good faith 

or cooperating in an investigation. 

While reporting such incidents is difficult, allowing unacceptable behavior to continue will most certainly 

lead to less desirable outcomes. For this reason, employees are strongly urged to report all complaints. 

Please note, filing groundless and malicious complaints is an abuse of this policy and is also prohibited. 

Reasonable accommodations will be provided for persons with disabilities who need assistance in filing 

or pursuing a complaint of harassment, upon advance request. 

 

Step 3: Investigate & Decide Next Steps   
In the event CCRPC receives a complaint, or otherwise has reason to believe that unacceptable or 

unlawful behavior is occurring, it will take all necessary steps to ensure that the matter is promptly 

investigated, assessed and addressed. In the case of unlawful harassment, CCRPC is required by law to 

act, even if the aggrieved employee does not wish to formally file a complaint. 

Investigation entails identifying the harm that has been done, who has been affected by it, and deciding 

the next steps. The goal is to understand the situation from different perspectives and to acknowledge the 

feelings and needs of everyone involved. This can be done by asking open-ended questions such as: 

• What happened?  

• Who and how has someone been harmed?  

• How did it make you feel?  

• What impact did it have on you and others?  

• What needs do the parties have?  

• How do you think the other person felt? 

All parties involved and the supervisor, Executive Director or Executive Committee will discuss the 

appropriate next steps. If all involved parties are willing and would like to engage in a restorative process, 

see the Restorative Justice Process below.  

CCRPC recognizes a limit to what the restorative justice process can do and there are times when 

immediate disciplinary action is needed. If the complaint cannot be resolved informally through dialogue, 

one or more of the involved parties are unwilling to engage in a restorative process, or the harm involves 



repeated or severe violations of this code (see Unacceptable Behavior above) the Executive Director or 

Executive Committee reserves the responsibility and right to intervene and determine appropriate 

disciplinary action. In cases of severe violations, if the allegation is found to be credible, the Executive 

Director will file a written complaint and follow the Formal Resolution process below. If the allegation is 

not found to be credible, the person with the complaint and the accused person will be informed and 

encouraged to proceed through the restorative process below to address remaining harm. If the conflict 

involves the Executive Director or a committee member, the Executive Committee reserves this right.  

Restorative Justice Process   
What is restorative justice?  

Restorative justice is a way of addressing harm and conflict that focuses on repairing relationships and 

restoring dignity, rather than punishing or blaming. It involves the participation of the people affected by 

the harm and the person who caused it in a respectful and constructive dialogue. In doing so, the process 

works to ensure that offenders take responsibility for their actions, to understand the harm they have 

caused, to give them an opportunity to redeem themselves, and to discourage them from causing further 

harm. Restorative justice can be a powerful tool for creating a more positive and inclusive workplace, 

where conflicts are seen as opportunities for learning and growth.  

 

Why use a Restorative Justice Process?  

Workplace restorative practices address the concerns and needs of employees that are often ignored while 

organizational policies and procedures are implemented. Providing a space for employees to air their 

concerns and frustrations post-workplace conflict is just as essential as an organization’s disciplinary 

structures and systems. Often, when workplace conflicts occur that result in punishment of some kind, the 

conflict does not simply disappear. Even when conflict seems minor, inappropriate behavior can hurt and 

offend others. Most of the time, employees that are directly or indirectly involved may not feel 

completely at ease, even if disciplinary action has been taken. They may feel that some injustice has taken 

place which if ignored, can lead to a loss of trust and escalation of conflict. Restorative practices can help 

ensure that conflict is resolved in a way that heals relationships, improves team productivity and 

collaboration, and employee well-being. 

Pre-requisites to a successful resolution:  

• Willingness to Engage: The restorative process is always voluntary, and a successful resolution 

depends on the active willingness of all parties to engage.  

• A Commitment to Self-Improvement: None of us are perfect: all of us will sometimes fail to 

live up to our high standards. What matters isn't having a perfect track record but owning up to 

your mistakes and committing to a clear and persistent effort to improve. All parties need to show 

up with courageous vulnerability,  

• Allyship & Support: It is not easy to name that you might have caused or feel harm. There is 

risk and fear involved in this process, and the success of the resolution relies on supporting, 

respecting, and assuming positive intent from other involved parties, even when there is 

disagreement.  

 

Step 1: Invite Participants 
Invite those who have been harmed and the person who has caused the harm to participate in a restorative 

justice process. This can be done by explaining the purpose and benefits of the restorative justice process, 

and by ensuring that the participation is voluntary and informed. You can also ask if they would like to 



have a support person, such as a colleague or a friend, to join them in the process.  

 
If the participants agree to partake, they should be provided with information and guidance on what to 

expect and how to behave. You can help them prepare by asking them to think about: 

• What do they want to say to the other person?  

• What do they want to hear from the other person?  

• What do they want to achieve from the process?  

• How can they contribute to repairing the harm and restoring the relationship? 

Step 2: Restorative Dialogue 

A restorative dialogue is a guided and structured conversation that aims to open communication, develop 

understanding, and come to agreements about how to move forward. The goal is to explore the underlying 

causes and consequences of the harm, its impact on each person and relationship (recognizing the impact 

may be different than the intent), to identify the common values and goals shared, and to figure out if any 

repair, or accountability work is needed. Ultimately, it aims to build stronger relationships through the 

conflict process.  

Dialogue between involved parties can be self-mediated, facilitated by the Executive Director, a CCRPC 

Manager, a member of the Executive Committee, or by a third-party mediator. Use the resources shared 

below to design a restorative dialogue process. Dialogue is most productive in a safe and respectful space 

and in person, where involved parties can share their stories, feelings, and needs, and listen to each other 

with empathy and curiosity. 

Restorative Dialogue Resources:  

• RJ Intervention Process Steps outlines the steps to follow when designing a restorative 

conversation.  

• Restorative Meeting Preparation Guidelines shares guidance for preparing for a restorative 

conversation, including preparation meetings with all involved parties beforehand.  

• A Simplified Map of a Restorative Conversation provides a summary of the flow of a restorative 

conversation.  

• Restorative Conversation Plan outlines a facilitation guide to the restorative conversation.  

• Restorative Justice Agreement & Follow Up Plan Form  

Third-Party Support & Facilitation  

The Burlington and Essex Community Justice Center’s provide conflict assistance coaching, restorative 

dialogue facilitation and third-party mediation:  

• Restorative dialogue facilitation: support organizing, designing, and facilitating restorative 

conversations.  

• Conflict Assistance Coaching: provides confidential, one-on-one sessions to assist individuals in 

problem-solving a challenging relationship or situation. These sessions help individuals 

understand their current situation more clearly and explore helpful communication techniques.   

• Mediation: a confidential and voluntary meeting where people discuss the difficulties they are 

having with each other, assisted by impartial community mediators. Mediators support 

participants in creating workable and lasting solutions. Mediation differs from circles in its more 

resolute focus on solutions and does not always have an explicitly restorative framework.  
 

https://ccrpcvt.sharepoint.com/:w:/r/sites/Shared/_layouts/15/Doc.aspx?sourcedoc=%7B97DD2C5F-9C3B-4A6D-B586-5B317332B479%7D&file=intervention_process_protocol.docx&action=default&mobileredirect=true
https://ccrpcvt.sharepoint.com/:w:/r/sites/Shared/_layouts/15/Doc.aspx?sourcedoc=%7B0C36B1F6-DF75-4BA1-A01A-E950247E0DE8%7D&file=circle_prep_meeting_guidelines.docx&action=default&mobileredirect=true
https://ccrpcvt.sharepoint.com/:b:/r/sites/Shared/Shared%20Documents/Equity%20%26%20Engagement/Internal%20CCRPC%20Work/Code%20of%20Conduct/Restorative%20Justice%20Resources/Simplified%20Restorative%20Conversation%20Map.pdf?csf=1&web=1&e=bxkbKJ
https://ccrpcvt.sharepoint.com/:w:/r/sites/Shared/_layouts/15/Doc.aspx?sourcedoc=%7BA463F645-87FD-4DAE-96DC-899DBF62DF38%7D&file=conflict_circle_template.docx&action=default&mobileredirect=true
https://ccrpcvt.sharepoint.com/:w:/r/sites/Shared/Shared%20Documents/Equity%20%26%20Engagement/Internal%20CCRPC%20Work/Code%20of%20Conduct/Restorative%20Justice%20Resources/RJ%20Agreement%20Form.docx?d=w1a2b3b94a09946d9a6cf85af39ea8fb1&csf=1&web=1&e=6b7LaJ


Burlington Community Justice Center  
200 Church Street 
Burlington, VT 05401 
(802) 865-7155 
Rachel Jolly, CEDO Assistant Director  
rjolly@burlingtonvt.gov 
Barbara Shaw-Dorso, CAP Coordinator 
(802) 264-0765 
bshawdorso@burlingtonvt.gov 

Essex Community Justice Center  
137 Iroquois Ave. Suite 101 
Essex Junction, VT 05452  
(802)872-7690 
Jill Evans, Director 
802-876-6791 
jevans@essex.org 

 

 

Step 3: Agree on the Actions & Follow Up Plan 

All parties need to agree on the actions that need to be taken to repair the harm and restore the 

relationship by asking the participants to propose and negotiate solutions that are fair, realistic, and 

meaningful. Facilitators can also help them to agree on how to monitor and evaluate the implementation 

and outcomes of the actions, and how to deal with any challenges or issues that may arise. The goal is to 

empower the participants to take responsibility and ownership of the solutions, and to support each other 

in fulfilling them. Some examples of reparative actions may include:  

• Apology (acknowledge the harm)  

• Further dialogue and discussion (more conversations)  

• Training and/or education 

• Oral or Written Warning  

• Suspension (either with or without pay)  

Follow up by checking in with one another or with the participants regularly, and by providing feedback 

and recognition. It is important to celebrate the successes and express gratitude to all parties involved. 

The goal is to reinforce the positive changes and outcomes, and to strengthen bonds and trust between 

participants. 

Please use the Restorative Justice Agreement & Follow Up Form to document the agreed upon next steps 

and follow up plan.  

  

Formal Discipline Procedure 
Where the harm is serious enough or where the informal resolution processes have not been effective, and 

the allegations are found to be credible after investigation, the Executive Director has the responsibility 

and authority to carry out appropriate disciplinary action, up to and including termination of employment. 

Disciplinary action against the Executive Director will be administered by the Executive Committee. The 

Executive Director or the Executive Committee will inform the person with the complaint and the 

accused person of the results of the investigation and what actions will be taken to ensure that the 

behavior will cease and no retaliation will occur.  

Whenever possible, formal disciplinary measures will not be resorted to until informal attempts to correct 

the problem have failed; this will depend, in part, on the seriousness of the problem as well as other 

considerations.  

Corrective action may include:  

• Oral & Written Warning 

mailto:rjolly@burlingtonvt.gov
mailto:bshawdorso@burlingtonvt.gov
mailto:jevans@essex.org
https://ccrpcvt.sharepoint.com/:w:/r/sites/Shared/Shared%20Documents/Equity%20%26%20Engagement/Internal%20CCRPC%20Work/Code%20of%20Conduct/Restorative%20Justice%20Resources/RJ%20Agreement%20%26%20Follow-Up%20Form.docx?d=w1a2b3b94a09946d9a6cf85af39ea8fb1&csf=1&web=1&e=WtJgcc


• Training & Education 

• Suspension 

• Request Resignation 

• Forced Removal 

A combination of various disciplinary actions against an employee, an act of serious nature, or repeated 

acts, may prompt the Executive Director to consider and bypass one or more of the disciplinary steps.  

CCRPC reserves the right to terminate an employee for serious infractions, regardless of progressive 

discipline guidelines or counseling. The action taken in an individual case should not be assumed to 

establish precedent in other circumstances. 

Follow Up 

Even if the restorative resolution process is bypassed and formal action taken, it is still important to 

follow up with all involved parties regularly after a plan has been agreed upon or action has been taken. 

Participants may decide to participate in a restorative conversation or conversations after formal action 

has been taken to work through remaining harm or conflict.   

 

Grievance Procedure  
An employee who feels aggrieved by a CCRPC ruling, action or failure to act, directly affecting them, 

shall observe this grievance procedure. A failure on the part of a complainant to move a grievance from 

one step to the next within the time allotted shall be a waiver of any further right of the complainant to 

participate in the grievance process. Further, if the Executive Director or the Executive Committee fails to 

move a grievance from one step to the next within the time allotted, this will automatically move the 

grievance to the next step.  The procedure is as follows: 

1. Report: The aggrieved shall put the grievance in writing, providing a copy to the Executive Director 

within thirty (30) working days of the action that is the basis of the grievance or the employee’s 

knowledge of its occurrence.  If the grievance involves another employee, that employee shall receive 

a copy of the grievance. The Executive Director shall make an appointment to discuss the grievance 

with the aggrieved (and a support person) and, if another employee is involved, shall meet with the 

implicated employee.  The Executive Director will use their discretion to determine the process to be 

used if two employees are involved.  The Executive Director shall attempt to resolve the matter 

within fifteen (15) working days of receiving the grievance in writing.    

2. Written Grievance & Investigation: If the aggrieved fails to obtain satisfactory resolution with the 

Executive Director, they may submit a written grievance to the Chair of CCRPC Board of Directors 

with a copy to the Executive Director.  If the grievance involves other parties, they will also receive a 

copy.  The Executive Committee, acting as the Grievance Committee, must begin the investigative 

process within ten (10) working days and complete the process in thirty (30) days of receiving the 

grievance in writing.  

a The Chair shall inform the Executive Director (and other parties if applicable) of the hearing and 

they shall be present for the proceedings.  

b The procedures for the hearing shall be at the discretion of the Grievance Committee and the 

hearing may be held in Executive Session as provided by law.  

c The Chair shall issue a written decision on behalf of the Grievance Committee to the complainant 

(and other parties if applicable) no later than seven (7) working days after the hearing. 

d If the vote of the Grievance Committee is not unanimous, a minority report may be included in 

the decision. 

e The Chair shall issue the written decision to the Executive Director who shall be responsible for 

carrying out the action pursuant to this decision.  



3. If the employee’s grievance is with the Executive Director, the written grievance should be submitted 

to the Chair of CCRPC, and the process shall proceed as outlined in Step 2 a-d and take the 

appropriate action on the Executive Director.  

4. The grievance procedure is intended to be the sole internal means of resolving disputes.  

5. The aggrieved employee may bring a support person to any/all meetings. 

 

Resignation & Termination 
Exit Process  

Any separated employee, regardless of the reason for separation, must meet with the Executive Director 

or their designee on the last week of employment to undertake an exit interview. During this interview the 

employee will complete and sign all necessary forms, a release of information for references, relinquish 

possession of keys, credit cards, personnel policy manuals, etc. The employee will verify their current 

address and telephone number and arrange for release of a final paycheck. If all materials are not turned 

in, the final paycheck will be held until this process is successfully completed.   

Resignation 

An employee who intends to resign should notify the Executive Director in writing as far in advance as 

possible. It is desired to have exempt personnel give a one-month notice, with non-exempt employees 

providing two-week notice.  

Retirement  

A written notice of retirement should be submitted to the Executive Director no less than one month prior 

to retirement date.  The retiree should attempt to make arrangements to complete any necessary forms for 

retirement benefits and health insurance prior to their retirement date.   
 

 

 

 

 

 



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 emma.vaughn@ccrpcvt.org, no later than 3 business days prior to the 
meeting for which services are requested. 

 REGULAR MEETING AGENDA 

Wednesday, February 21, 2024, 6:00 pm 
Remote Meeting via Zoom 

Remote Attendance: 
Join Zoom Meeting: https://us02web.zoom.us/j/89667725171
Dial in:  1 646 876 9923 Meeting ID:  896 6772 5171 

CONSENT AGENDA  

C.1 Minor TIP Amendments* 

C.2 Minutes of the January 17, 2024, Board Meeting* 

C.3 South Burlington City Plan Approval* 

DELIBERATIVE AGENDA  

1. Call to Order; Attendance; Changes to the Agenda  (Action; 1 minute)  

2. Public Comment Period on Items NOT on the Agenda  (Discussion; 5 minutes)  

3. Staff Introductions – Eliana Fox, Trudy Namubiru (Discussion; 6 minutes) 

4. Action on Consent Agenda  

a. Minor TIP Amendments* (MPO Action: 1 minute) 
b. Minutes of the January 17, 2024, Board Meeting* (Action: 1 minute) 
c. South Burlington City Plan Approval* (Municipal Action; 5 minutes) 

5. Single Audit (Action; 10 minutes)

6. VTrans Safety Targets (MPO Action: 5 minutes) 

7. Vermont Futures Project – Kevin Chu?  (Discussion; 30 minutes) 

8. Annual Federal transportation funding spent in Chit Co (Discussion; 5 minutes) 

9. Draft Code of Conduct* (Discussion; 30 minutes) 

10. Equity Update  (Discussion; 5 minutes) 

11. Chair/Executive Director’s Updates  (Information/Discussion; 10 min.) 

a. Legislative update 
b. Staffing and Compensation Study update  
c. Bylaw Update status 
d. Other 

12. Committee/Liaison Activities & Reports * (Information; 1 min.) 

a. Executive & Finance Committee  (minutes December 6 and draft minutes, January 3)* 

i. Act 250 and Sec 248 letters  

b. Transportation Advisory Committee (draft minutes December 5, 2023) * 

c. Clean Water Advisory Committee (minutes November 7, 2023; minutes December 5, 2023; draft 

minutes January 2, 2024 

d. MS4 Sub-committee (draft minutes November 7, 2023) 

e. Equity Advisory Committee (meeting notes November 29, 2023) 

https://us02web.zoom.us/j/89667725171
https://www.ccrpcvt.org/about-us/committees/executive-committee/
https://www.ccrpcvt.org/wp-content/uploads/2023/12/Joint-Finance-Exec-Comm_Minutes_23_12_06_Dec_Draft.pdf
https://www.ccrpcvt.org/wp-content/uploads/2024/01/Joint-Finance-Exec-Comm_Minutes_24_1_03-Jan_Draft.pdf
https://www.ccrpcvt.org/about-us/committees/transportation-advisory-committee/
https://www.ccrpcvt.org/wp-content/uploads/2023/12/TAC_Dec_Minutes_20231205_Draft.pdf
https://www.ccrpcvt.org/about-us/committees/clean-water-advisory-committee/
https://www.ccrpcvt.org/wp-content/uploads/2023/12/CWAC_Minutes_2023_11_7_FINAL.pdf
https://www.ccrpcvt.org/wp-content/uploads/2024/01/CWAC_Minutes_2023_12_5_FINAL.pdf
https://www.ccrpcvt.org/wp-content/uploads/2024/01/DRAFT_CWAC_Minutes_2024_01_02.pdf
https://www.ccrpcvt.org/wp-content/uploads/2024/01/DRAFT_CWAC_Minutes_2024_01_02.pdf
https://www.ccrpcvt.org/about-us/committees/clean-water-advisory-committee/
https://www.ccrpcvt.org/wp-content/uploads/2023/11/MS4_Minutes_2023_11_7_Draft_V2.pdf
https://www.ccrpcvt.org/about-us/committees/equity-advisory-committee/
https://www.ccrpcvt.org/wp-content/uploads/2024/01/Meeting-Summary-4.pdf


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 emma.vaughn@ccrpcvt.org, no later than 3 business days prior to the 
meeting for which services are requested. 

f. Planning Advisory Committee (draft minutes November 15, 2023 and draft minutes January 10, 

2024) 

13. Adjournment (Action; 1 min.) 

*Attachment(s) 

Upcoming Meetings - Unless otherwise noted, all meetings are held virtually:  

 Equity Advisory Committee – Wednesday, January 31, 2024, 5:30pm at CCRPC offices 

 Transportation Advisory Committee – Tuesday, February 6, 2024, 9am  

 Clean Water Advisory Committee - Tuesday, February 6, 2024, 11am 

 CWAC MS4 Subcommittee - Tuesday, February 6, 2024, ~12:30pm 

 Executive Committee – Wednesday, February 7, 2024, 5:45pm  

 Planning Advisory Committee – Wednesday, February 14, 2024, 2:30pm  

 CCRPC Board – Wednesday, February 14, 2024

Tentative future Board agenda items: 

March 20, 2024 Regional Dispatch update
Ambulance/rescue bill? 
Essex Town Plan 
ECOS Plan Update 
Draft Equity Action Plan 

April 17, 2024 UPWP warn public hearing for May
VTrans and Chit Co. Greenhouse Gas Targets 
ECOS Plan Update – engagement strategy 

May 15, 2024 UPWP and Budget Public Hearing and Action

https://www.ccrpcvt.org/about-us/committees/planning-advisory-committee/
https://www.ccrpcvt.org/wp-content/uploads/2023/11/PACMinutes_draft_20231115.pdf
https://www.ccrpcvt.org/wp-content/uploads/2024/01/PACMinutes_draft_20240110.pdf

	Purpose
	Equity Commitment & Organizational Values
	General Conduct
	Additional Expectations
	Unacceptable Behavior
	Implementation
	Conflict Resolution & Discipline
	Resignation & Termination
	REGULAR MEETING AGENDA

