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Central Vermont Regional Planning Commission

EXECUTIVE COMMITTEE

Special Meeting

Wednesday, September 21, 2022 at 4:00 p.m.

Remote Participation via Zoom*
https://us02web.zoom.us/j/88230172343?pwd=ZjNySGM0aG1lwaE|VRzMremVsamZ0Zz09
Dial in via phone: +1 929 436 2866 | Meeting ID: 882 3017 2343 | Passcode: 927199
Download the app at least 5 minutes before the meeting starts: https://zoom.us/download.

Physical Location - 29 Main Street, Suite 4, Montpelier
(Facial coverings required for in-person participation)

Persons with disabilities who require assistance or alternate arrangements to participate in
programs or activities are encouraged to contact Nancy Chartrand at 802-229-0389 or
chartrand@cvregion.com at least 3 business days prior to the meeting for which services
are requested.

Page AGENDA
4:00> Adjustments to the Agenda
Public Comment
4:05 Executive Director Search Process®
e Acting/Interim Director
e Search Process (enclosed)
e Search Committee
e Otheritems identified by the Committee
5:30 Adjourn

Next Meeting: October 3, 2022

! Dial-in telephone numbers are “Toll” numbers. Fees may be charged to the person calling
in dependent on their phone service.

2 All times are approximate unless otherwise advertised

3 Potential action item.

29 Main Street Suite 4 Montpelier Vermont 05602
802-229-0389 E Mail: CVRPC@CVRegion.com


https://us02web.zoom.us/j/88230172343?pwd=ZjNySGM0aG1waElVRzMremVsamZ0Zz09
about:blank
about:blank
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Central Vermont Regional Planning Commission

MEMO

Date: September 2, 2022

To: Executive Committee

From: Bonnie Waninger, Executive Director
Re: Search Process

How does CVRPC employ an Executive Director?

Sections 2.4-2.6 of CVRPC’s Personnel Policy Manual define the employment process for the Executive
Director. In brief, the Executive Committee recommends a qualified candidate for approval and action
by the Board of Commissioners. Excerpt are included below.

The Executive Committee appoints a Search Committee. The Search Committee screen applicants and
recommends a limited number of qualified finalist candidates to the Executive Committee. The Search
Committee may include members who are not on the Executive Committee, such as other
Commissioners or staff.

The Executive Committee reviews the finalist applications, checks references, selects candidates for
interviews, and allows staff to meet and provide feedback on the interviewed candidates. The
Executive Committee makes the final recommendation for the position to the full Commission.

The full Commission votes to approve the candidate.

After approval by the full Commission, the Executive Committee can hire the Executive Director.
Conditions of employment, salary, benefits and any perquisites will be established by the Executive
Committee and may differ from those provided to other staff members.

Offers of employment must be made by the CVRPC Chair. The offer must be in writing on CVRPC
letterhead and include the beginning date of employment, starting salary, benefits provided, general
job description and any other pertinent information. This Personnel Policy Manual will be a part of all
employment offers, and a copy will be included with the offer of employment letter.

Written acceptance of the offer and terms of employment must be on file, along with the Personnel
Policies Manual Employee Acknowledgment Form, a completed IRS W-4 form and any other required


https://centralvtplanning.org/wp-content/uploads/2022/09/22-09-06-Personnel-Policy-Manual-1.pdf
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forms. Proof of citizenship or legal immigration status is required of all new employees, in
conformance with federal law. Failure to provide such proof will result in non-hiring or immediate
dismissal.

Note: Regarding the offer of employment, CVRPC uses a standard template letter that has been
reviewed by its personnel attorney. At the conclusion of the process, the following documents must
be retained in CVRPC’s Personnel files:

e Job advertisement and posting locations

e Job description

e Candidate applications, including cover letters, resumes, reference, wage requirements, and
other expressions of interest.

e Requests for reasonable accommodation of applicants.

e Copies of applicant screening questions (interview questions), phone screen results, interview

guestions, interview notes, and all other screening and evaluation tools used to select
candidates.

e Correspondence, letters of reference, references, and notes from reference checks.
e Results of background checks (if conducted) and education verification (if conducted).
e Job offer and acceptance letter.

What does a Search Committee do?
Generally, a Search Committee:

o Defines the position, including the required experience, skills, and characteristics to be successful in
the role, as well as the responsibilities and expectations for meeting goals [reviews job description].

e Conducts an assessment at the start of the search to ensure there is agreement on the profile and
priorities for the position.

e Defines the search process, which includes detailing who will be involved with the Search
Committee’s interviews, the decision-making process, and the anticipated timeline of the search.

e Reviews, interviews, and assesses candidates.

e Ensures an inclusive and consistent interview process — all while maintaining the highest level of
confidentiality.

e Determines how staff and other key stakeholders (who are not on the committee) will be updated
on the progress of the search at appropriate touch points along the way.

CVRPC’s Personnel Policies notes that the Search Committee screens applicants and recommends a
limited number of qualified finalist candidates to the Executive Committee.
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