
Rappahannock Rapidan Community Services 
Executive Committee Meeting 

Tuesday, March 7, 2017 – 1:00 pm 
 

MINUTES 

Members Present: Pat Balasco Barr, Marcia Brose, Elizabeth Davis, Robert Legge, Demaris Miller, 
Robert Weigel 

Members Excused:   Paula Howland 

Staff Present:  Brian Duncan, Laura Wohlford 

1. Call to order:  Robert Legge, Chair 
The Chair called the meeting to order at 1:00pm. 
 

2. Review of agenda:  Additions / Deletions 
Brian added some items to the agenda and will cover them at the end of the meeting.  
 

3. Review of member terms and Code of Virginia – updates (attached) 
Under the code, the board member term limits are three full three-year terms (nine years total), not 
two full terms (six years total) as is stated in the by-laws.  We will need to update the by-laws to 
reflect the code.  This will be tabled until after the budget season. 
 

4. Proposed merit increase for FY17, discuss rationale and recommendations coming from 
Administrative Services Committee 

a. Attached:  Employee evaluation form  
b. Process for conducting evaluations 
c. Other 

 
We did not have a opportunity during the Administrative Services Committee meeting to response in 
detail to a couple of questions that came up in the discussion of the merit increase; we can address 
those questions in this more informal session. 
 
Evaluations – There is a specific evaluation instrument for everyone who gets an evaluation.  We use 
a 5 point scale – 0 to 4.  The evaluation is divided into three parts:  (1) essential duties derived from 
the actual position description; (2) “soft’ factors like team work, decision making, initiative, taking 
responsibility, etc. (these “soft” factors are the same for all employees); and (3) mutually established 
goals that differ by individual.  There is also an area to establish future goals for the upcoming 
evaluation period (it is not included in the calculation of the current evaluation).   
 
The summary page covers the scoring.   Essential duties comprise 50% of the score and the soft 
factors and goals contribute 25% each.  These totals are averaged for a final score.  
 
These reviews are administered in September/October of each year.  We train supervisors yearly in 
administering the evaluation form.  We also discuss what qualifies as exceptional performance.  All 
evaluations with either unfavorable or exceptional ratings are reviewed by Brian before being issued. 
 
The scores from last year’s evaluation will be used to support the merit increase.   
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Questions/Discussion: 
If there is no merit increase planned, what are evaluations used for?  Response:  They give the 
employee and supervisor an opportunity to formally review the subordinate’s performance.  
Supervisors are strongly encouraged to provide feedback to subordinates on a regular basis.  The 
results of the formal evaluation shouldn’t be surprise if the supervisor is providing on-going feedback 
throughout the year. 
 
Our overall compensation program began with the benchmarking project we completed last year.  
We did a market analysis to compare our wages with similar positions in the overall market.  A few 
employees benefited as the salary ranges for several position classifications were increased to match 
the current market rate.  Our compensation program goal is to include merit and cost of living 
increases to keep our salaries similar to market salaries.  Merit raises also help increase the 
separation in salaries between entry level and more tenured employees.   
 
The merit increase can either be approved or declined by the board.  If the board wants something 
different, the motion must be voted down and a request made to come back with a revised proposal, 
if the board wants to pursue an increase.   
 
Are there regular increases?  Response:  We don’t have any automatic increases for any of our 
positions.  Any increases must be approved by the board.   
 
Can you change the salary of new hires to match the market?  Response:  Yes, but that action must 
go to the board first.   
 
The Administrative Services Committee did not have the opportunity to review the items in the 
revision before the merit was introduced.  Response:  The revision only addresses the line items that 
moved up or down.  We used the mid-year evaluation to determine if we could fund salary increases.   
 
Is a merit increase more important than adding certain types of positions?  What is the best use for 
these excess funds? 
 
First, the budget must meet the needs of the mission; once we do that, it is time to address keeping a 
qualified workforce.  The decision of what we need to do to meet our mission, and what individuals 
do we need to do that, is decided when the budget is developed.  
 
What can we do that doesn’t cost money to help keep workers happy?  Response:  Recognition is a 
foundational support of employee appreciation.  It goes along way and is appreciated by the 
employees.  The picnic is an example, as are the awards seen at the board level. 
 
We spent much time and effort to complete the benchmarking study last year.  We want to keep our 
salary ranges relevant, as funds are available, through merit and cost of living increases.  Salary 
increases may have been a discussion topic when we were developing the budget, but it didn’t 
become a line item.   
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We can maintain quality services for our clients if we retain quality staff.  The benchmarking 
corrected any salaries not at market.  The way we keep staff is not only to give the verbal “atta-boy”; 
we also need to provide a monetary supplement to the “atta-boy”.   
 
Before we did the benchmarking, we had problems filling some of the key positions.   
 
In the past, we have had to tighten our belt at budget time and we have gone back to staff without 
any funding for increases.  This is the opportunity to give something back to staff who have been 
doing a good job.   
 
Can the chair be more proactive or involved to do more of the presentation and cover some of the 
questions before the meeting?   
 
When we had very small committees, things seem to get lost when the reports come back to the full 
board.  The downside is that the committees of the whole see lots of information within a meeting.   
 

5. Group Home programs update and responses from private providers 
Potentially, we will have a presentation at your regular meeting in April.  The overall program would 
be presented in the Administrative Services Committee meeting in March.  Brian would outline a 
timeline for the process from April through June. The proposal would require board approval to 
proceed.  If we decide to sell property, we would discuss that at a separate time after operations 
have been transferred.   
 

6. March Work Session agenda:  Focus on regulatory compliance issues with examples 
Our work session agenda addresses how the board meets all its regulatory compliance requirements.  
We will also address board liability information, if that information is available in time.  Otherwise, it 
will be addressed when the information comes available.  
 

7. Proposal regarding Healthy Families Program – discussion 
We have been approached by the state to take over the “Healthy Families” program for our region 
(except for Culpeper).  The program assists young mothers and fathers with parenting skills.  Services 
are available from pre-natal through 24 months.  It is a branded, home-visitation, national model 
program.  There are different sponsoring agencies - usually the local Department of Social Services or 
Health Department.  We have met with the head of the state program, as well as the local staff.  
There is a fit within our early intervention programs.  Funding comes from the state and the 
Temporary Assistance for Needy Families (TANF) program.  The funding amount varies annually.  
This program also requires 25% local support.  We don’t want to allocate our existing local funding 
for a new program.  It does generate revenue through targeted case management fees, but it takes 
time to develop that funding stream.  The state will want a decision in sometime in April.  Lynne 
Blythe and Ryan Banks are working on a proposal, but we may not proceed with taking on these 
programs.   
 

8. Fiscal 2018 budget development – board inputs and discussion 
We are in our planning process for the FY18 budget.  Our managers are developing their requests.  
The board provides input into the budget process year round during your meetings.  If there are 
specific items that relate to board activities or concerns, this is the time to bring that feedback to 
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Brian or through the Administrative Services Committee meeting.  The final budget will be presented 
to the board for approval in June.   

Can we get a listing of the grants we have received in the past few years (including Culpeper 
Wellness and PATH Foundation)?  Response:  This will be a good presentation for the board, as well 
as the localities.  

9. Update on Health Insurance proposal for FY18, upcoming feature for Administrative Services
You will be getting our new employee health insurance proposal at the March Administrative Services 
Committee meeting.  There will be a 12% increase in rates.  The proposal will show how that increase 
will be distributed between employees and employer.  Our carrier and plans will remain the same.

Have we reduced our claim rates?  Response:  We are still at about 110% of claims to premium.  Our 
claims are going down, but not enough.

10. Other
We are completing our United Way funding application.  We are asking for $10,000 for our senior 
meals program.

Our transportation call center has been very successful.   We will be holding an open house on March 
30 at 1:00pm.  The center is located at the Culpeper Senior Center. 

The meeting adjourned at 2:40pm. 



Code of Virginia
Title 37.2. Behavioral Health and Developmental Services
Chapter 5. Community Services Boards
    
§ 37.2-502. Community services board members; term of office;
vacancies; removal
  
The term of office of each member of a community services board shall be for three years from
January 1 of the year of appointment or, at the option of the governing body of a county or city,
from July 1 of the year of appointment, except that of the members first appointed, several shall
be appointed for terms of one year each, several for terms of two years each, and the remaining
members of the board for terms of three years each. The appointment of members for one-year,
two-year, and three-year terms shall be as nearly equal as possible with regard to the total
number of members on the board. If a governing body has appointed members for terms
commencing January 1 or July 1 but desires to change the date on which the terms of office
commence, the governing body may, as the terms of the members then in office expire, appoint
successors for terms of two and one-half or three and one-half years, so that the terms expire on
June 30 or December 31. In the case of a board established by more than one city or county, the
decision to change the date on which terms of office commence shall be the unanimous decision
of all governing bodies. Vacancies shall be filled for unexpired terms in the same manner as
original appointments. No person shall be eligible to serve more than three full terms; however, a
person first appointed to fill an unexpired term may serve three additional full three-year terms.
The remainder of a term to which a member is first appointed to fill a vacancy shall not
constitute a term in determining the member's eligibility for reappointment. However, after a
one-year period has elapsed since the end of the member's last three-year term, the governing
body may reappoint that member. Any member of a board may be removed by the appointing
authority for cause, after being given a written statement of the causes and an opportunity to be
heard thereon.
  
1968, c. 477, § 37.1-196; 1970, c. 346; 1972, c. 498; 1977, c. 88; 1979, c. 391; 1980, c. 582; 1998, c.
680;2005, c. 716;2007, c. 570;2010, c. 71.
  

1 3/2/2017

http://lis.virginia.gov/cgi-bin/legp604.exe?981+ful+CHAP0680
http://lis.virginia.gov/cgi-bin/legp604.exe?981+ful+CHAP0680
http://lis.virginia.gov/cgi-bin/legp604.exe?051+ful+CHAP0716
http://lis.virginia.gov/cgi-bin/legp604.exe?051+ful+CHAP0716
http://lis.virginia.gov/cgi-bin/legp604.exe?071+ful+CHAP0570
http://lis.virginia.gov/cgi-bin/legp604.exe?071+ful+CHAP0570
http://lis.virginia.gov/cgi-bin/legp604.exe?101+ful+CHAP0071
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Performance Scale and Rating Descriptions
Description

Evaluation of Essential Duties and Responsibilities

Comments:

Below 
Standards

Meets Standards:  Employee maintains performance level in accordance with the established standard for the element and 
performs job duties at or near full proficiency.  Employee’s work is completed accurately and on time, and employee 
works well with associates and the public.

Below Standards: Employee does not meet the performance standards established for the elements required of this 
position. Corrective measures are necessary.  Employee needs additional training.  Employee lacks the required 
knowledge, skills and abilities and is unable to perform the tasks required of the position.

Meets 
Standards

Exceeds 
Standards

Exceptional 
Performance

Performance Evaluation for: DIRECTOR OF CLINICAL SERVICES

Original Hire Date:

Department:

Name:

Exceeds Standards: Employee usually performs above the established performance standard for the element.  Employee 
performs effectively and makes contributions to the work unit that is above the established standards.  Employee takes a 
leadership role in developing new ideas on how to improve the level of service and possesses the  job knowledge, skills, 
and abilities required to successfully complete all assigned tasks efficiently and effectively.

Evaluation Period:

Scale
4

Needs 
Improvement

Needs Improvement: Employee is not meeting some of the performance standards established for some of the elements.  
Counseling may be necessary.  Employee may need further training.  Employee may be lacking some of the required 
knowledge, skills and abilities required to perform some tasks to established standards.

1

Exceptional Performance: Employee consistently performs above the established performance standard for the element.  
In addition, the employee regularly makes positive contributions to the work unit that demonstrate creativity and 
initiative.  Employee has complete understanding of all the requirements of the position and how they relate to the goals 
of the organization, the mission of the department and the needs of other departments.

Position Hire Date:

(Check appropriate box)

3

2

0

Score
 Responds to both routine and emergent needs 

within the Clinical division working a schedule that 
allows for some contact with divisional staff who 
work outside of normal office hours.
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Evaluation of Essential Duties and Responsibilities

Below 
Standards

Meets 
Standards

Exceeds 
Standards

Exceptional 
Performance

Needs 
Improvement

(Check appropriate box)

Score

Comments:

 Sets annual program goals and objectives; 

identifies and develops proposals to meet service 
groups and program expansion needs; provide 
budget and performance recommendations; 
monitors and is accountable for program revenues, 
expenditures and service levels

Comments:

Comments:

Comments:

 Develops and implements quality improvement 

plans for division programs; manages associated 
risk and assures all aspects of health and safety is 
in place with staff training and documentation.

 Visits programs and routinely meets with 

divisional staff for the purpose of monitoring 
services, receiving feedback and hearing from 
clients and families.

Comments:

 Develops program policies; develops and 

supervises the implementation of written 
procedures that ensure division programs are 
carried out consistent with applicable internal and 
external regulations and standards; presents reports 
to the Board

 Provides training, supervision and support to 

divisional management team, makes final 
recommendations for the recruitment and discipline 
of divisional personnel to Executive Director.

 Works with outside reviewers of responsible 

programs to assure reviews are completed 
accurately and to ensure follow-up on issues 
identified. Is responsible for operating all 
respective programs in a manner that is consistent 
with applicable regulations.
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Evaluation of Essential Duties and Responsibilities

Below 
Standards

Meets 
Standards

Exceeds 
Standards

Exceptional 
Performance

Needs 
Improvement

(Check appropriate box)

Score

Comments:

Comments:

 Participates on the Executive Director's 

Management Team and acts as primary resource in 
providing expertise as it relates to issues of 
community support operations.

Comments:

 Provides program data to support a management 

information system and electronic health record to 
provide for both in-house reports and fulfill other 
contractual reporting requirements; assures that all 
programs in division have processes that support 
accurate reporting of fiscal and performance data.

Comments:

 Conducts needs assessments, and makes 

recommendations for programs and services to 
meet those needs and develop new resources for 
service delivery and capital outlay.

Comments:

 Ensures that division programs are coordinated 

with other agencies to compliment service delivery, 
avoid duplication of efforts and foster a positive 
rapport with other public and private organizations. 
Serves as liaison to funding sources.

 Supports client advocacy activities with 

individuals, families, consumer groups, advocacy 
groups and advisory boards.

Comments:

 Serves as representative to interagency teams 

designed to plan for new programs.
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Evaluation of Essential Duties and Responsibilities

Below 
Standards

Meets 
Standards

Exceeds 
Standards

Exceptional 
Performance

Needs 
Improvement

(Check appropriate box)

Score

Total Score:
Number of Performance Factors:

Average Score:

0
0

Comments:

 Develops grants and programs as funding allows. 

Manages identified clients related funds.
Comments:



toEvaluation Period
Meets 

Standards
Exceeds 

Standards
Exceptional 

Performance
How well does the employee understand job-related 
functions and requirements, and applicable policies 
and procedures?                                                         

How effective is the employee at establishing job 
priorities, making efficient use of time and available 
resources, balancing multiple assignments, and 
completing tasks?

Comments:

How well does the employee work jointly and 
cooperatively with others, accept, try and adapt to 
new ideas, suggestions, work methods and/or 
conditions?                                                                    

Comments:

Comments:

Does the employee exhibit initiative, accept and 
take responsibility, achieve objectives, and keep 
commitments?                                                                 

How effectively does the employee work and 
cooperate with others?  Does the employee exhibit 
tactfulness, diplomacy and or leadership qualities?                                                                               

Name:

(Check appropriate box)

Comments:

Does the employee demonstrate effective decision-
making and reasoning skills, include appropriate 
individuals in the process, reach decisions quickly 
and accurately with minimal supervision or 
assistance?                                                                         

Comments:

Comments:

Below 
Standards Score

Needs 
Improvement

Other Performance Factors



toEvaluation Period
Meets 

Standards
Exceeds 

Standards
Exceptional 

Performance

Name:

(Check appropriate box)
Below 

Standards Score
Needs 

Improvement

Other Performance Factors

Total Score:
Number of Performance Factors:

Average Score:

Comments:

Comments:

0
0

Comments:

Does the employee complete required work within 
specified time frames, keep commitments, and 
arrive at work assignment regularly and at 
appointed time and use leaves in accordance with 
established policies?

Does the employee clearly and concisely express 
ideas and thoughts, both in oral and written form, 
keep others adequately informed, complete 
documentation in accordance with policies and 
procedures on a timely basis?                     



to

Goal

Total Score:
Number of Performance Factors:

Average Score:

(Check appropriate box)

Name:

The employee and the supervisor shall work together to establish goals for the next evaluation period.  The completion column will 
indicate if the goal was accomplished and the comments section will indicate explain results if the goal was completed or indicate 
why the goal was not completed.

Evaluation Period

No
Yes

Score
Completed

Yes/No
Yes
No

Needs 
Improvement

Below 
Standards

Meets 
Standards

Exceeds 
Standards

Exceptional 
Performance

No
Yes

No
Yes

Yes

0
0

No

Mutually Established Goals

Comments:

Comments:

Comments:

Comments:

Comments:



to

to

Goal:

Measurement Standards:

Mutually Established Future Goals

The employee and the supervisor shall work together to establish goals and the standards of measurement for 
achievement of those goals for the next evaluation period.  

Evaluation Period

Name: Evaluation Period

Measurement Standards:

Goal:

Measurement Standards:

Employee's Signature

I have discussed this performance evaluation with the employee:
Supervisor's Signature

I have read and discussed this performance evaluation with my supervisor:

Measurement Standards:

Goal:

Measurement Standards:

Goal:

Goal:
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Overall Performance Comments:

Employee Comments:

Division Director's Signature

Approved by:
Executive Director's Signature

Approved by:
Coordinator's Signature

Approved by:

Summary

Evaluation PeriodName:

Essential Duties Average Score:
Performance Factors Average Score:

Established Goals Average Score:

Total Performance Rating: 0.00 0.00

I have read and discussed this performance evaluation with my supervisor:

* 50%
* 25%
* 25%

Approved by:
Program Manager'sSignature

Supervisor's Signature

Employee's Signature

I have discussed this performance evaluation with the employee:



Review of Job Classification
Has the job classification been reviewed? Yes No
Does the job classification need revision? Yes No

Was a copy of the job classification provided to employee? Yes No

Proof of Personnal Auto Insurance - Liability

Name of Employee:_______________________________________________________

Classification Title of Employee: ___________________________________________

Signature of Employee: ___________________________________________________

Name of Supervisor:_______________________________________________________

Signature of Supervisor: ___________________________________________________

Date: ___________________________________________________

Information

If employee transports clients on own vehicle and/or regularly drives own vehicle as part of his/her job, please 
attached proof of automovile liability insurance.
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