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Rappahannock Rapidan Community Services 
Administrative Services Committee Meeting 

May 23, 2017 
Bradford Road Offices 

2:30 p.m. 

Agenda 

• Meeting Called to Order – Bonita Burr

• Review Agenda for Additions/Deletions

• Items:
1. Updates – Brian Duncan
2. HR Policy – Professional Development
3. FY18 Budget Update
4. Financial Statements – March 2017
5. Munis Update
6. Division Updates
7. Other

• Adjourn

The next regularly scheduled Administrative Services Committee meeting will be held on  
June 27, 2017. 
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Rappahannock Rapidan Community Services 
(“The Agency”) 

Policy Title: Professional Development Effective Date: July 1, 1999 
Policy #:     610 (formerly 7413)  Date Reviewed:   May 12, 2017 
Page:      1 of 2 Date Revised:   May 12, 2017  

The Agency recognizes that the skills and knowledge of its employees are critical to the success 
of the organization.  The Agency, within budgetary limits, is committed to providing its 
employees with opportunities for growth within their field.  The Agency recognizes that staff 
development and continuing education are a means to ensure continuous quality improvement of 
staff and services. 

Staff Development 
The Agency provides time and payment for staff development activities including workshops, 
conferences and in service training related to the employee's work responsibilities. 

Educational Assistance 
The Educational Assistance Program encourages personal development through formal education 
at accredited institutions so that employees can maintain and improve job related skills or 
enhance their ability to compete for reasonably attainable jobs within the Agency. 

While educational assistance is expected to enhance employees’ performance and professional 
abilities, the Agency cannot guarantee that participation in formal education will entitle the 
employee to automatic advancement, a different job assignment, or pay increases. 

Professional Certifications 
All regular employees who obtain certifications after employment that exceed the minimum 
requirements of their positions, and that support their regular position functions are eligible for 
this benefit.   

Clinical Licensure 
The Agency encourages and will assist in the obtainment of professional licensing as Licensed 
Mental Health Professional (LMHP)1 of mental health staff as required by law and other 
regulations by which the Agency must abide. 

1 Licensed Clinical Social Worker (LCSW), Licensed Professional Counselor (LPC), Licensed Psychologist, 
Licensed Marital and Family Therapist (LMFT). 
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Rappahannock Rapidan Community Services  
(“The Agency”) 

 
Policy Title: Professional Development Effective Date: July 1, 1999 
Policy #:     610 (formerly 7413)    Date Reviewed:   May 12, 2017 
Page:      2 of 2     Date Revised:   May 12, 2017              
 
Credentialing2 
The Agency will obtain credentialing for its medical and LMHP staff as needed to 
get reimbursed for services rendered.  

                     
2 The process of reviewing a health professional’s certification or license, credentials, training, experience, 
and competency to determine  if clinical privileges to practice in a particular place are to be granted. Also 
used to obtain authorization to bill under an insurance company and receive reimbursement for services as an 
in-network provider. 
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Procedure for Human Resources Policy # 610: 
Professional Development 

2017 

 

Rappahannock Rapidan Community Services  Page 1 of 4 
May 12, 2017 

Staff Development 
1. Each Division Director prepares an annual plan for staff development based on the needs 

of the program and the assessed needs of the staff.  
  

2. Division Directors must ensure that budgeted amounts are used in the most effective 
manner and that monies are distributed fairly.   
 

3. All staff may attend workshops, conferences and in service training which is job related 
with prior approval of the Division Director.   

 
4. Written documentation of all training completed will be forwarded to the Human 

Resources office in order to update the employee's official personnel file. 
 
Educational Assistance 
The Agency offers Educational Assistance, on a reimbursement basis, subject to the following 
conditions: 

1. All regular full time employees who have successfully completed their introductory 
period with the Agency may apply for this benefit.  To maintain eligibility employees 
must remain on the active payroll and be performing their job satisfactorily through 
completion of each course. 

 
2. Individual courses or courses that are part of a degree, licensing, or certification 

program must be related to the employee's current job duties or a foreseeable future 
position in the organization in order to be eligible for educational assistance.  The 
Agency has the sole discretion to determine whether a course relates to an employee's 
current job duties or a foreseeable future position.  The final determination regarding 
job relatedness will be made by the Executive Director. 

 
3. The Agency invests in educational assistance to employees with the expectation that the 

investment be returned through enhanced job performance.  However, if an employee 
voluntarily or involuntarily separates from the Agency’s employment within one year 
of the last educational assistance payment, the amount of the payment will be 
considered only a loan.  Accordingly, the employee will be required to repay the 
Agency for all (100%) educational assistance payments received during the year prior 
to separation. 

 
4. Employees requesting educational assistance benefits will be required to apply for this 

benefit by completing the Application for Educational Assistance Benefits Form and 
sign a statement agreeing to the conditions of the Agency financed educational 
assistance benefits in order to be eligible for consideration.  Applications will be taken 
only during periods announced by Human Resources.  

 
5. The level of benefits awarded each employee applying for educational assistance is 

contingent upon available funding and the number and types of requests received 
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Procedure for Human Resources Policy # 610: 
Professional Development 

2017 

 

Rappahannock Rapidan Community Services  Page 2 of 4 
May 12, 2017 

during each enrollment period.  The final determination regarding awards will be made 
by the Executive Director. 

 
6. Eligible expenses under this policy are limited to tuition and book fees for the 

approved courses..   
 

7. Employees requesting educational assistance benefits must successfully complete each 
course with a grade "C" or better.  In order to receive educational assistance benefits, 
the employee must agree to provide the Human Resources office with a copy of the 
employee's grade upon completion of the course. 

 
8. Educational assistance benefits are contingent upon the availability of sufficient funds 

to support and finance this benefit.  The Executive Director may be required to suspend 
the educational assistance benefit at any time as a result of financial considerations. 

 
Professional Certifications 

1. The following factors are at a minimum what will be evaluated in determining eligibility 
To be eligible for this benefit all the criteria specified below must be met: 

a. Does the new credential support the regular position functions in a way that 
enhances services delivery to specific client and/or the Agency? 

 
b. Does acquiring the credential exceed the minimum requirements established for 

the employee’s position and is it recognized as a credential in the employee’s 
field of work? 

 
c. Does the new credential enhance the Agency’s ability to utilize the employee in 

expanded roles (consistent with his/her regular job functions) to maximize 
payments for services delivered either by the employee and/or others? 

 
2. Upon proof of the receipt of the credential, the employee will receive a one-time payment 

of $500 (less applicable taxes).   
 

3. This benefit is contingent upon available funding. 
 

4. This benefit does not apply to employees if their certification qualifies them for an 
automatic promotion and a salary increase due to their professional license and/or 
certification.  Employees may not receive both the one-time payment related to this 
benefit and a promotion due to the obtainment of a professional license and/or 
certification. 

 
Clinical Licensure (LMHP) 

1. Master’s degreed clinicians seeking LMHP licensure supervision must complete and sign 
a Licensure Agreement. 
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Procedure for Human Resources Policy # 610: 
Professional Development 

2017 

 

Rappahannock Rapidan Community Services  Page 3 of 4 
May 12, 2017 

2. Licensed staff that provides license supervision must also sign the Licensure Agreement 
and forward it to the Division Director who will forward it to Human Resources. 
 

3. The Agency will provide the required supervision toward licensure from its staff 
resources during the employee's work hours, whenever feasible; however, if not feasible, 
the required supervision will be provided outside of the supervisee’s work hours without 
additional compensation or the ability to flex working hours. 
 

4. Direct client hours required for licensure will be obtained outside of the supervisee’s 
work hours without additional compensation or the ability to flex working hours. 
  

5. Any required supervision which is not available within the Agency can be provided by 
outside resources during the employee's work hours, if feasible, otherwise outside of 
his/her work hours; the Agency will pay for this arrangement up to $50 per hour, not to 
exceed $200 per month.  
 

6. Academic classes necessary to be license-eligible may be reimbursed under the education 
assistance program. 
 

7. Although internal supervision is valued at $3,000, its real value is $14,400.00.  The 
employee will be responsible for the stated internal supervision value or a percentage 
thereof, as specified below, for the following percentages of supervision costs if 
employment is ended with the Agency within two (2) years of receiving their license or 
completion of licensure supervision, whichever is later: 

a. Within 12 months:  100% ($3,000) 
b. Within 12-18 months:  50% ($1,500) 
c. Within 18-24 months:  25% ($750) 

 
8. External supervision is valued at the amount paid by the Agency, which would be no 

more than $50 per hour and not to exceed $200 per month. The employee will be 
responsible for the following percentages of supervision costs if employment is ended 
with the Agency within two (2) years of receiving their license or completion of licensure 
supervision, whichever is later: 

a. Within 12 months:  100%  
b. Within 12-18 months:  50%  
c. Within 18-24 months:  25%  

 
9. If the employee discontinues his/her approved licensure supervision program for any 

reason prior to completion, the employee will be required to repay the Agency, within 90 
days, an amount equal to one-half of the value of internal supervision ($1,500). 
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Procedure for Human Resources Policy # 610: 
Professional Development 

2017 

Rappahannock Rapidan Community Services Page 4 of 4 
May 12, 2017 

10. Credentialing is valued at $3,000.  The employee will be responsible for the following
percentages of credentialing costs if employment is ended with the Agency within two
(2) years of getting credentialed:

a. Within 12 months:  100% ($3,000)
b. Within 12-18 months:  50% ($1,500)
c. Within 18-24 months:  25% ($750)

11. Should the employee fail to reimburse the Agency prior to termination, it is agreed that
the Agency may withhold the remaining amount owed from the employee’s final(s) pay,
so long as no federal or state minimum wage laws are violated.

12. Repayment will not be required for involuntary separation due to a Reduction in Force
(RIF), or in the event of an employee’s death, or separation due to the employee’s serious
injury or illness which prevents his/her to continue to work at the Agency.

13. Master's degreed License eligible clinicians who become licensed as a LMHP while
employed at the Agency will receive a promotion to a Licensed Clinician position with an
increase in salary according to Agency policy.
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Rappahannock Rapidan Community Services 
Financial Statement Highlights 

March 2017 

Accounts Payable         
ALL   $ Three A/P runs in March may result in greater than budget 

expenditures for non-personnel expenses 

Facility   
MH    37K  CBHC Renovation Draw #8 

     9K CBHC Fire Related Expenses (to be reimbursed by Ins. Co.) 
AREA PLAN    43K Culpeper Senior Center – Draw #9 
ADMIN      4K Partial payment for painting project at Bradford Road 

Consultant 
MH     13K LIPOS expenses (to be reimbursed by RACSB) 

29K Supportive Living Program (SLP) and ALF (Assisted Living 
Facility) expenses incurred by DAP clients (covered by  
additional state funding) 

Equipment 
MH      25K Jan/Feb Rx invoices paid in March 

    11K CIT Security Service Contract 
ADMIN     26K Munis Accounting Software 

Miscellaneous 
ID       7K Home Modification/assistive tech for clients 

(reimbursed by Medicaid) 

MEDICAID FEES   $ 720,884   Received in February 2017 
647,992 Received in March 2017 

CASH BALANCE    $      2,145,487 February 28, 2017 
          1,928,539     March 31, 2017 
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RRCS
FY2017

FY17 Matr YTD
Miscellaneous Revenue Sources: Budget Actual
MH - Acute Care LIPOS 100,000              111,600             
MH - CBHC VACO insurance - 241,786             
MH - Genoa Rx match - 6,840 
SA - Project LINK 49,802                50,286               
SA - vending machine (Boxwood) - 129 
ADMIN - Payroll Administrative Fees - 770 
ADMIN - interest income - 100 
ADMIN - recycling - 8 
TRANSIT - Motor Pool & Fare Box ridership 132,000              82,969               
TRANSIT - Logisticare & Southeastrans 600,000              416,688             
TRANSIT - VACO insurance claims - 6,512 
TRANSIS - sale of vehicles 25,584               

GRAND TOTAL 881,802          943,272         

Budget\FY17\FY17 Misc Revenue Sources.xlsx
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RRCS
FY2017

FY17 Matr YTD
Miscellaneous Expense Sources: Budget Actual
Liability Insurance 54,980                50,319               
Postage 32,756                28,887               
Printing 14,962                13,225               
Bank Chgs, Cash Loss, Client Refunds, Fan Care, EMAP 39,082                76,740               
Advertising 34,131                31,072               
Transcripts & Crim Checks 6,755 3,428 
SARPOS 96,543                59,948               
Mortgages & Loans - Principal & Interest 329,660              247,226             

GRAND TOTAL 608,869          510,845         

Budget\FY17\FY17 Misc Revenue Sources.xlsx
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