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MISSION

STEPS is committed to creating, coordinating and delivering quality comprehensive services in an effort
to foster self-sufficiency and eliminate poverty.

VISION 2018

STEPS meets people where they are in life, offering options and opportunities specific to the need. We
support each person’s ability to make good decisions in order to move their lives forward. We bring a
value to the entire community through our work in economic and workforce development, education
and housing solutions. We achieve this Vision through the efforts of energized, proactive leadership,
engaged, collaborative community partners and a sustainable, accountable organizational
infrastructure.

HISTORY AND CURRENT SERVICES

STEPS has, since 1982, operated as a locally controlled 501c (3) not for profit organization meeting the
needs of Virginians with disabilities. Recognizing the tremendous gap in the services provided to our
neighbors living in poverty, in 1999 STEPS, with the full support of our volunteer Board of Directors,
expanded our service delivery system beyond our traditional job training and employment services. Our
current delivery system serves clients from eleven (11) counties in this region: Amelia, Appomattox,
Brunswick, Buckingham, Charlotte, Cumberland, Halifax, Lunenburg, Mecklenburg, Nottoway and Prince
Edward, an area of over 5,000 square miles. Our strategic expansion has served our region well and has
solidified STEPS as a regional entity meeting the needs of citizens in the south central area of the
Commonwealth.

We have three (3) physical locations: Town of Farmville — corporate office and recycling center; Prince
Edward County — secure document shredding operation and a 73,000 square foot facility; Town of
Victoria/Lunenburg County — job training and apparel manufacturing facility. While our case managers
have physical office space in a number of our locations, we also provide company cars to ensure that our
services can be delivered in the client’s home community. It is our plan that should STEPS be selected as
the designated community action agency, we would set up regular office hours in the remaining four (4)
counties and look to expand our regional footprint through collaborative opportunities.

COMMUNITY NEEDS
There are a number of community needs assessments that have been completed by community
partners. However, to our knowledge there was not a needs assessment completed by the former
community action agency in a number of years. We reached out to New Horizons/HOPE Community
Services, but no return call has been received. Therefore, one of the first priorities should STEPS be
designated as the community action agency for this region, would be to conduct a comprehensive needs
assessment. At our disposal are the following assessments:
e Centra Southside Community Hospital: 2013-2016 Community Health Needs Assessment and
Implementation Plan
e Town of Crewe: Report of the Healthy eating, Active Living Taskforce - 2013
e Lunenburg County Needs Assessment Report — 2012
e An Assessment of Early Childhood in the Heartland Region of Virginia: Smart Beginnings
Heartland Coalition - 2010
Copies of each are included in Appendix A of this proposal. As a member of the Board of Directors of
the Centra Health System, | have access to not only their “Community Needs Assessment,” but also have
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access to their staff to assist in developing the strategy for and implementation of a thorough needs
assessment in our region. This partnership will provide expert guidance and ensure our region is
equitably surveyed. It is our opinion that a comprehensive needs assessment is one of the first critically
important actions the new community action agency should undertake.

Also included in Appendix A is statistical data compiled at our request by staff of the Commonwealth
Regional Council. This body serves as our local planning district commission and is a valuable
community partner. The individual population category classified as “Low to Moderate Income” ranges
from 44% - 61.2% in our six (6) county region. The poverty rate for individuals ranges between 10.1% -
24.7% and the poverty rate for families ranges from 7.8% - 17.6%. We have included data, separated by
each of the six (6) jurisdictions in our immediate region in the categories of:
e LMl Population (2014 Estimates)
o Poverty Rate for Individuals
o Poverty Rate for Families
o Occupied Housing Units with NO Vehicle
o Households without Complete Plumbing
e Educational Attainment for Population ages 18 — 24
o Less than High School Graduate
o High School Graduate or Equivalent
o Some College or Associates Degree
o Bachelor's Degree or Higher
e Educational Attainment for Population 25 and older
o Less than High School Graduate
o High School Graduate or Equivalent
o Some College or Associates Degree
o Bachelor’s Degree or Higher
e Households Receiving SNAP Benefits or Other Public Assistance
e Children Eligible for Free/Reduced Price School Lunches
e Percent of People Lacking Basic Prose Literacy Skills

This data demonstrates the critical needs in our region and will be the basis for the initial needs
assessment STEPS will complete.

CURRENT POPULATION

Last year, STEPS provided services to 1,210 unduplicated individuals in need. Demographic data is
included below:

e Living below the poverty level - 91%

e Households Served - 615

e Average Age - Forty (40)

e Gender - 968 Female
- 242  Male

e Race - 1,008 Black
- 200 White
- 2 Other

STEPS is currently evaluating software that will be able to track demographic information of individuals,
duplicated and non-duplicated numbers, served throughout our entire service delivery system. The



integrity of collected and reported data is essential. It will be critical that accurate data is collected and
shared with community partners and funding agencies.

Measuring results and being able to communicate impact will be another critical component in the
success of the new provider. While we have not yet been introduced to the “Results Oriented
Management and Accountability” (ROMA) system, we have long seen the value in measuring results,
program design/impact and most importantly the impact on individual lives. STEPS currently tracks
performance in a number of different programs and that is discussed later in this proposal.

Considering the history surrounding performance and accountability issues with the prior community
action agency, we are keenly aware that we will be operating “within a fish bowl.” This level of
oversight and possible scrutiny does not frighten STEPS. We have been and will continue to be
transparent in all of our operations and business practices.

PROGRAMS AND SERVICES CURRENTLY BEING ADMINISTERED

ECONOMIC DEVELOPMENT
Working in collaboration with local/state economic development staff and state/federal agencies, STEPS
has been a major employer in this region. In FY14, STEPS paid over 2 million dollars in earned wages.
We have truly been an economic driver in our community. This was accomplished by operating three (3)
commercial business lines:

e Secure document destruction;

e Regional material processing center for recyclable materials;

e Apparel/woven goods manufacturing.
While we suffered a tremendous blow earlier this year when for pricing reasons we had to walk away
from our two (2) million dollar contract with Defense Logistics Agency (DLA), we are in negotiations
with an internationally recognized company for the production of several product lines. While we are
currently operating under a “non-disclosure agreement,” we anticipate that by mid-October, we will be
making a public announcement regarding this contract. It is important to recognize how critical the
STEPS diversified funding stream truly is. While the loss of the military sewing contract has been painful
both from an employment and cash flow perspective, we have steadied our course and are continuing
to provide services to our community citizens in need. Should our organization have been completely
dependent on that single revenue stream, the impact would have been drastically different.

WORKFORCE DEVELOPMENT
For over 30 years, STEPS has had a stellar reputation creating and providing workforce development
opportunities for Virginians with barriers to employment.

Virginia Department of Aging and Rehabilitative Services (DARS)

Since 1982, STEPS has partnered with this State agency to provide job training and employment for
individuals with disabilities. This long standing relationship has expanded over the years to include all of
the following services. These services are accessed by local DARS counselors through a “Fee for Service
Purchase of Service Vendor Agreement” and a copy of that document is included in Appendix D. Those
services include:



e Extended Employment Services — provides extended services that will promote job
stabilization in order to maintain employment;

e Long Term Support Services — provides long term supports to enable citizens with severe
disabilities to maintain his/her employment

e Situational Assessments — STEPS works with employers and a person with a disability to create
a real-world, on-site assessment or working interview revealing that individual’s ability to
perform a job.

e Work Adjustment Training — This service prepares individuals for employment by developing
necessary personal, social and vocational skills training which are often barriers to
employment.

e Supported Employment Services

o Individual Model - Through this program, people with disabilities are matched to
competitive job openings with area businesses and become employees of that
business. STEPS assists the business with screening, job training and continuing
support (at no cost to the business).

o Group Model — With Group Supported Employment, people with disabilities work
alongside non-disabled employees in the community businesses or government
agencies, while remaining on STEPS’s payroll. STEPS provides on-site supervision,
training, counseling, advocacy and support.

e Job Coach Training Services — STEPS works with individuals and employers to secure
employment and provides onsite job coaching services to ensure a smooth hiring process.

e Long Term Follow-Along - Maintaining employment is often challenging for an individual with
a disability. Regular contact with the employer, the individual’s family and co-workers fosters
success.

e Transportation — STEPS coordinates with the existing transportation providers and we also
operate our own limited fixed route transportation service.

In 2012, STEPS was asked by the Virginia Department of Aging and Rehabilitative Services to become the
Senior Community Service Employment Program (SCSEP Title V) operator for ten (10) counties in our
region: Amelia, Brunswick, Buckingham, Charlotte, Cumberland, Halifax, Lunenburg, Mecklenburg,
Nottoway and Prince Edward. This program provides senior citizens meeting the age, income and/or
veteran criteria with job opportunities to increase their employability skills in order to secure
employment which in turn will bolster their household income. Included in Appendix D is a copy of this
contract.

Local Departments of Social Services

Since 1999, STEPS has been under contract to eight (8) local departments of Social Services: Amelia,
Appomattox, Buckingham, Charlotte, Cumberland, Lunenburg, Nottoway, and Prince Edward, to provide
Workplace Supports to individuals receiving TANF assistance. Recognizing the success the STEPS team
demonstrated through the federally funded “Welfare to Work” program, the local DSS Directors wanted
to maintain that level of service and success. Through this contract STEPS staff provide training and case
management services to referrals received from the local Social Services staff. The ultimate goal is
employment. A copy of this contract is included in Appendix D.



Public Schools

STEPS provides a number of our local school divisions with Transitional Work Adjustment Services. This
service line was developed specifically to meet the transition needs of students in the special education
curriculum in local public schools. This service prepares individuals for employment by developing
necessary personal, social and vocational skills training which are often barriers to employment. A copy
of the Nottoway Public Schools agreement is included in Appendix D. The other school divisions do not
require contractual agreements. They simply purchase services through STEPS at our documented DARS
rate.

HOUSING SERVICES

Recognizing the lack of housing services to citizens in our region and leveraging the stellar reputation
STEPS has in meeting local need, STEPS, in 2013, with the support of our local counties, began providing
much needed housing services.

Virginia Department of Housing and Community Development (DHCD)
DHCD reached out to STEPS with a request to serve as the region’s homeless prevention provider. With
a local grass roots initiative spearheaded by STEPS, the Heartland Local Planning Group (HLPG) is now a
regional presence and serves as a member of the Continuum of Care in Balance of State services. STEPS
provides the following services through the Virginia Housing Solutions Program (VHSP):

e Prevention Services

e Rapid Rehousing

e Shelter
We designed this program to include a central intake process through the utilization of a toll free
number, (855) 955-5501, provide 24 hour coverage 365 days per year and was recently awarded a two-
year contract to continue the much needed services in our region. To date, 257 individuals have been
served through this program. A copy of the DHCD contract for this service line is included in Appendix D.

Dominion Virginia Power
In March, 2013, STEPS entered into a partnership agreement with Dominion Virginia Power for our
organization to be the local provider for Dominion’s “EnergyShare” program in the following counties:
e Amelia
e Buckingham
e Cumberland
Lunenburg
Nottoway
e Prince Edward
In the past twelve months, this program served 683 individuals in 226 households in our six (6) county
region. A copy of the official press release is included in Appendix D.

EDUCATION

STEPS works in tandem with local school divisions and the local community college system to ensure
access to education for the citizens in our region. Literacy proficiency is a critically important services
that STEPS is able to link persons in need with community partners. We work closely with the Special
Education Coordinators in local school divisions to ensure federally mandated transition services are
provided to students with disabilities. STEPS intends to focus resources on two critically important
needs in our region through the creation of an after school tutoring program and the re-establishment



of Project Discovery. Head Start is another targeted program for our organization, but the Request for
Proposals for our region has not yet been released. STEPS will respond once the RFP is released.

TRANSPORTATION SERVICES

STEPS operates a limited transportation system providing rides to/from job search, job interviews and
places of employment. STEPS partners with the Virginia Department of Rail and Public Transportation
through the Section 5310 financing pool to purchase and utilize vehicles to meet the transit needs of our
region. We also partner with the Town of Blackstone, the operator of our local “Piedmont Regional
Transit” system, serving Amelia, Buckingham and Cumberland counties. When the Cumberland County
Board of Supervisors stopped funding this vital public transportation service, STEPS came forward and
we currently provide the required local match for public transportation services to continue in
Cumberland County. Transportation continues to be a barrier to self-sufficiency and an area of focus
for future expansion of services.

PROGRAM EVALUATION

STEPS utilizes an “outcomes measurement system” to assess our performance. This process solicits
feedback from all stakeholders: clients; family/caregivers; community partners; and funders. While this
process currently includes only our employment related services, STEPS has already begun expanding
that process to include our housing and business operation initiatives. This is an objective way to
measure the appropriateness of the services being provided and measure the satisfaction of our
stakeholders. A copy of the 2013 Outcomes Measurement Report is included in Appendix D. The
FY2014 report has not yet been completed.

The STEPS employment related programs are internationally accredited by the Commission on
Rehabilitation Facilities (CARF). STEPS has maintained this strenuous accreditation for over thirteen
(13) years. A copy of our current accreditation is included in Appendix D. Due to the temporary closure
of our Victoria manufacturing operation, STEPS requested an extension of our accreditation and that
extension was granted until February, 2015. Our organization will host CARF surveyors during the first
quarter of 2015.

STEPS has a number of other evaluations and/or monitoring reports that are service specific performed
on a routine basis:
Abhility One Commission
o Committee for Purchase from People Who Are Blind or Severely Disabled (2011)
o Source America (NISH) Non-Profit Agency (2014)
e Affirmative Action Plan (AAP) (2014)
e AmTrust North America - Worker’s Compensation Audit (2014)
e Department for Aging and Rehabilitative Services Compliance Report for the Senior Community
Service Employment Program (SCSEP Title V) and Corrective Action Report (2014)
e Department of Labor Desk Audit (not a routine audit)

Copies of each of these reviews are included in Appendix D.

While we have not yet been introduced to the “Results Oriented Management and Accountability”
(ROMA) system, we have long seen the value in measuring our results, program design and impact on
individual lives. This commitment to quality is demonstrated by the number of assessments we receive

6



on a regular basis, as stated above. We agree to utilize and do not anticipate any difficulty adhering to
the requirements set forth by ROMA or any similar results oriented management and accountability
system requirement.

COLLABORATION - 5 MOST ACTIVE PARTNERSHIPS

Having been a regional entity since 1982, STEPS has a long history of “thinking outside the box.” This
strategy has served us well in the past and will continue to prove valuable as we continue to expand our
service delivery system.

Local County Governments — STEPS is seen as the “go to” entity when a need is presented. This is
demonstrated by our presence in economic development discussions with industry prospects
considering opening a plant in our region. This can also be documented through our expansion into the
Department of Housing and Community Development’s (DHCD) Virginia Housing Solutions Program
(VHSP). When DHCD funding was stripped from the former community action agency, several local
governments reached out to STEPS to fill that service gap. DHCD, having had experience with STEPS in
the past on economic development projects through their Community Development Block Grant (CDBG)
program, recognized our ability to expand services to meet unmet needs.

We are also proud that local governments recognize the value of the services we provide. We receive
annual county allocations from five (5) of the six (6) counties in this region. Fiscal Year 2015 allocations
total $76,584 and range from $3000 - $25,000 per county. These dollars in addition to other
unrestricted funds: business line revenue or fundraising/donations will be used as match for the
Community Services Block Grant (CSBG) funds.

The STEPS CEO is on a first name basis with all six (6) county administrators, county staff and many of
the elected members of the Boards of Supervisors. This relationship has proven to promote success for
community citizens, STEPS and county governments. Letters of support are included in Appendix C and
please note that all six (6) counties have gone on record stating that STEPS is their “only” or “preferred”
choice for the Community Action designation.

Local Departments of Social Services — STEPS has been working with the local social service agencies in
the region since its inception. Initially through Title XX funding, this collaboration has expanded to
include the Workplace Supports Program, Virginia Housing Solutions Program, Heartland Local Planning
Group (HLPG) and EnergyShare opportunities. Collaboratively, STEPS and local Department of Social
Services staff work in tandem to meet the needs of qualifying individuals. Letters of support from all six
(6) of the DSS Directors are included in Appendix C.

United Way of Prince Edward County — STEPS receives financial support from the United Way. While
the funding is vital, the collaboration with other United Way funded agencies provided the catalyst for
the formation of the “Roundtable of Non Profit Leaders.” STEPS is facilitating a local movement to
provide the mechanism to “co-locate” a number of United Way agencies serving our neighbors living in
poverty. The synergy in this group is tremendous. While this initiative is still in its infancy, the agencies
at the table are interested not only in co-locating, but also evaluating how to combine “back office”
functions to allow more funding to be used to meet client needs. The plan is to locate this “one stop
shop” enterprise in a 73,000 square foot facility that STEPS owns in Farmville. The collaboration
between public and private entities will be a delicate process, but a challenge that our region can
handle. Current participating members include other regional entities: Meals on Wheels; FACES (local



food distribution agency); Madeline’s House (domestic violence shelter); Southside Pregnancy Center;
YMCA; Habitat for Humanity; Legal Aid. What an exciting initiative! A letter of support from Mr. Rucker
Snead, President of the Board, is included in Appendix C.

Virginia Department of Aging and Rehabilitative Services (DARS) — The relationship between STEPS and
this State agency dates back to 1982. STEPS staff has ready access to local DARS staff as this agency is
co- located in STEPS Corporate Office. Local DARS staff and STEPS staff have enjoyed a long and
mutually beneficial collaborative relationship. Often staff will meet to “brainstorm” the best way to
provide services to a client living with a disability. And sometimes the best opportunity for a DARS client
may not be within the STEPS service system. That is okay...meet the individual’s needs first. In 2012,
Mr. James Rothrock, Commissioner of the Virginia Department of Aging and Rehabilitative Services,
asked if STEPS would be interested in becoming the Senior Community Service Employment Program
(SCSEP Title V) operator for a ten (10) county region. We graciously agreed and continue to provide
quality job training and employment services to our senior citizens since. Working with the senior
population and citizens with disabilities in the workforce development/employment arena provides
great joy to our organization. Employment is one of the quickest ways for neighbors living in poverty to
assist in lifting themselves to a better way of life. An email of support from Mr. James Rothrock,
Commissioner, is included in Appendix C.

Centra Health - This highly respected hospital system headquartered in Lynchburg affiliated with
Southside Community Hospital in Farmville a number of years ago. This merger has proven to be quite a
game changer for our community. | have the privilege of serving as Vice Chair of the Centra-Southside
Community Hospital Board and am one of two (2) Farmville representatives on the Centra Health system
governing Board of Directors. While the provision of healthcare in our community has dramatically
improved since this affiliation, the impact Centra has made on our community is equally as impressive.
Speaking from firsthand experience, Centra executives are accessible to provide community leadership
training, mentoring and technical assistance. The culture of quality that Centra expects is woven
throughout their entire system and local leaders can benefit from their knowledge. A copy of Centra’s
most recent “Community Health Needs Assessment” is included in Appendix A. The process and format
of this vastly inclusive document will be the model STEPS uses to complete a much needed needs
assessment if designated as the next community action agency for our region. Centra is also generous
with their financial support of worthwhile community organizations. STEPS has been fortunate to
receive financial contributions on an annual basis and Centra staff are now engaged with the “co-
location of services to those citizens living in poverty” initiative mentioned earlier in the United Way of
Prince Edward County section. A letter of support from Mr. E.W. Tibbs, President and CEQ, is included
in Appendix C.

FUNDING SOURCES
County Allocations:

e Amelia
Appomattox
Buckingham
Charlotte
Lunenburg
Nottoway



e Prince Edward
United States Congressional Earmark — Funded through the United States Department of Education

United States Department of Agriculture (USDA):
e Grant and low interest loans
o Rural Business Enterprise Grant
o Job Creation - Equipment Grant
o Low Interest Equipment Loan

Virginia Department of Housing and Community Development:
e Virginia Housing Solutions Program (VHSP):
o Prevention
o Rapid Rehousing
o Shelter
A copy of the current contract is included in Appendix D.
e Community Development Block Grants

Virginia Department of Rail and Public Transit Services (DRPT):
e Section 5310 funding for the purchase of transportation vehicles

Virginia Department for Aging and Rehabilitative Services:
e A copy of the contract and listing of our service rates for FY2015 is included in Appendix D.
o Extended Employment Services
o Long Term Employment Support Services
o Situational Assessments
= |Individual
= Group
o Work Adjustment Training
o Supported Employment
= Job Development
= Individual Placement and Training
= Group Options (Mobile Crew, Enclave)
o Job Coach Training Services (JCTS)
= Job Development
= Individual Placement and Training
o Long Term Follow Along (LTFA)
= Offsite Employment
= Onsite Employment
o Transportation
= Round Trip
=  One Way
e Senior Community Service Employment Program (SCSEP — Title V).
A copy of the contract is included in Appendix D.



Departments of Social Services (Amelia, Appomattox, Buckingham, Charlotte, Cumberland,
Lunenburg, Nottoway and Prince Edward Counties):

e Workplace Supports Program
A copy of the contract is included in Appendix D.

Donations and Fundraising

e STEPS is an approved Neighborhood Assistance Program (NAP) offered through the Virginia
Department of Social Services
United Way of Prince Edward County
Push America (Journey of Hope)
“Shopping with a Cause...The Farmville Christmas Show” (STEPS annual fundraising event)
Individual, civic, faith and corporate donations

e e o o

Lunenburg, Nottoway and Prince Edward Public Schools:

e Transitional Work Adjustment Training
A copy of the contract with Nottoway Public Schools is included in Appendix D. The other school
divisions do not require contractual agreements. They simply purchase services through STEPS at our
documented DARS rate.

Virginia Dominion Power “EnergyShare” Partner for the Counties of:

e Amelia

e Buckingham
e Cumberland
e Lunenburg
e Nottoway

e Prince Edward
A copy of the press release announcing this partnership is included in Appendix D.

Virginia Housing and Development Authority (VHDA):
e Capacity Building Grant
A copy of the grant is included in Appendix D.

Business Line Revenue
e Industrial Sewing Customers
o Department of Defense
o “Taaluma Totes”
o “Puppy Bumpers”
e Recycling Customers
o County Governments
= Buckingham
®=  Cumberland
"  Prince Edward
o Town of Farmville
o Private Citizens
o Public Schools
e Secure Document Shredding
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Internal Revenue Service (IRS)

Wells Fargo (200 locations throughout Virginia, North Carolina and West Virginia)
Benchmark Community Bank

Department of Motor Vehicles

Piedmont Geriatric Hospital

Virginia Center for Behavioral Rehabilitation

County/Municipal Governmental Offices

Medical and Insurance Offices

Public Schools

Attorneys

O 0O O 0O 0O 0O 0O 0 O o0

FINANCIAL REPORTING

STEPS is not solely dependent on federal and state grants. We earn a significant portion of our
operational funds through a number of revenue sources including our commercial lines of business, fee
for service programs, donations/fundraising and rental income. A copy of the lease agreement with the
Virginia Department of Aging and Rehabilitative Services is included in Appendix D.

As requested, the three (3) most recent financial audits are included in Appendix D. To provide clarity
on these audits, a letter from our audit firm, Hill & Davis, CPA LLC, and financial analyses are also
included in Appendix D. In February, 2014, Hill & Davis notified STEPS that they would no longer be
offering auditing services to their clients. Their “Peer Review” is scheduled to take place in 2015 and
this process evaluates the audit firm’s services. Since STEPS was the only organizational audit remaining
in their firm, the partners determined now was the time to cease servicing our organization. The FY14
audit is being completed by Davidson, Doyle & Hilton, a firm based in Lynchburg.

We have taken the liberty to include a financial analysis. This information includes actions STEPS has
taken to solidify our financial position. This document is included in Appendix D.

While the official FY2014 audit will not be completed until late September, included in Appendix D is a
copy of our FY2014 unaudited financial statements.

STAFF DEVELOPMENT
Policy Title: BENEFITS — Staff Development — Policy # 6.20 states:

STEPS, Inc. feels strongly that you should have the opportunity to benefit from work related training and
education which will enhance your role within the organization. Staff development includes:

1. ORGANIZATIONAL TRAINING — technical school and college classes, conferences, seminars,
workshops, etc.
2, IN SERVICE TRAINING — presentations at STEPS, on the job training, etc.

An employee should observe the following procedure for obtaining approval of a workshop or
educational request:

1. Complete a workshop request form (located in the office) and present to your immediate
supervisor;
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2 The approved request shall be forwarded to the Chief Executive Officer; and

3. Upon completion of the course/program, the employee shall submit proof of satisfactory
completion, such as a copy of the grade report (B or better) or certificate, etc., and receipts for any
related expenses in order to be reimbursed for the training. If you wish to be reimbursed for your
training, it must be approved in advance.

Employees may elect to attend educational classes/workshops at their own expense and on their own
time subject to STEPS, Inc. leave policy. Approval must still be secured.

An employee leaving STEPS, Inc. may be required to repay the organization for any tuition or costs
reimbursement for educational classes/workshops requested by them which was received within the
previous twelve (12) month period. This does not apply to agency initiated or requested educational
classes/workshops.

Listed below are a few of the staff development activities that STEPS promotes:

e STEPS ensures that direct client staff are current in their CPR and First Aid training.

e Customer Service Representatives (drivers) for the secure document destruction operation are
provided driver training through National Association of Information Destruction (NAID), of
which STEPS is a member, and through our commercial insurance carrier.

e STEPS Housing Manager has recently earned the “Certified Housing Counselor” credential

e STEPS is providing continuing education for the bookkeeper at Southside Virginia Community
College. She has already completed a “Payroll Law” training.

e The Vice President of Administration and Compliance attends an annual “Employment Law
Symposium”

e Various seminars and webinars

NEEDS TO BE ADDRESSED

Once the community action designation is received, below are the immediate actions that will be taken
to address the vast needs in our region:

e Development and implementation of a comprehensive needs assessment. While a new needs
assessment is being completed, we will utilize our knowledge of the region, the assessments
included in Appendix A and feedback from community partners, to detail future programs and
services to be delivered. That listing is included in the section below.

We also feel strongly that there are three (3) positions that will enhance our service delivery system and
those hires should be priorities. Draft job descriptions are included in Appendix B.

e Chief Financial Officer

e Chief Operating Officer (two existing management positions will be combined to fill this role)

e Planning Coordinator — This will be one of the first positions STEPS recruits. This person will
serve as the point person for the completion of a comprehensive needs assessment. Once the
needs are identified, this staff member will facilitate a review if each need by using a critical
assessment evaluation. This process will include a community based, community represented
committee to discuss and brainstorm how best to meet the need:

o Are there resources already in the community that meet this need?
o Do the existing resources have the capacity to address additional needs?
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o If the existing resource is at capacity, is there something STEPS can do to increase their
capacity?

o If the existing entity cannot/will not increase capacity, STEPS will put services in place to
meet the need. This is the last option...we would prefer to assist the existing agency in
the expansion of their services.

FUTURE PROGRAMS AND SERVICES TO BE DELIVERED

Without the benefit of a comprehensive regional community needs assessment, STEPS solicited input
from current clients, local agencies (both State and local nonprofits) to identify the following
activities to create or expand services to meet community need:

After School Tutoring — providing a “resource room” with a bank of computers to assist with
computer training, internet research, etc.

Project Discovery was at one time a strong program in our local community action agency.
STEPS believes this program should be reunited with the designated community action agency
with a focus to strengthen the services provided to our middle and high school students.

When the Head Start program was removed from Hope Community Services, CDI, a national
firm, was brought in to improve services to our children. Our region deserves the opportunity to
provide local control over this critically important educational program. STEPS has been asked
by a number of our local governments to become the Head Start operator for our region. Our
Board of Directors has agreed and we are planning to submit a response when the Request for
Proposal is released. While we recognize the tremendous expansion this will mean to STEPS,
again our region is faced with an outside entity running the program for our local citizens. STEPS
is committed to putting the resources in place to facilitate the expansion.

STEPS is a member of the local “Re-entry Council.” We intend to strengthen our relationship
with Virginia Cares.

STEPS intends to establish a free tax preparation service for low income individuals and families.
STEPS will raise awareness of the Earned Income Tax Credit (EITC) among all eligible taxpayers
and to educate workers, employees, clients and customers of the importance of obtaining all
the tax credits to which they are entitled. This initiative will support the Virginia CASH
Campaign (Creating Assets, Savings and Hope) with the goal of increasing financial literacy,
savings and asset building to work towards self-sufficiency

Expansion of the public transportation system. STEPS currently provides the required match for
public transportation services to be offered in Cumberland County. When the Cumberland
County Board of Supervisors stopped funding this vital service, STEPS filled the gap. We are
hoping to expand the existing routes to provide more coverage in other counties in our region.

There is one (1) targeted initiative that will utilize current staff and benefit from existing synergy in our
community:

Creation of shelter beds — there is currently a group of interested citizens representing the faith
community that are putting an organization together for this purpose. STEPS would like to play
an active role in assisting them with meeting the zoning, ADA and other building requirements
to see this “dream” come to fruition.

There is one (1) targeted program that STEPS intends to pursue when the next round of funding is
released:
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e Weatherization Services —Recognizing our region’s lack of a local weatherization provider,
STEPS reached out to TAP (Total Action against Poverty), a community action agency based in
Roanoke to “mentor” us through this service expansion. TAP graciously agreed and submitted a
proposal to the Department of Housing and Community Development to serve as the lead
agency in our region, while providing training to increase STEPS's capacity for service delivery in
this much needed area. The goal was for STEPS to become the weatherization provider in this
region within two (2) years. The six (6) county governments in our region have expressed
disappointment that services to our region are being “carved up.” At the DHCD public hearing
regarding weatherization, representatives from TAP, STEPS, Lunenburg County and Prince
Edward County spoke to express our disappointment and request reconsideration. While this
collaborative proposal was not funded, STEPS remains diligent in our intent to have local control
of the weatherization funds. We will resubmit the proposal in collaboration with TAP in 2017.
We feel strongly that services controlled locally will better meet our citizen’s needs. A copy of
the Memorandum of Understanding between STEPS and TAP is included in Appendix D.

STEPS has identified two (2) programs that are desperately needed in our region. Both of these
initiatives will take additional time to formulate a mechanism for meeting the needs. Therefore, we are
not including them in our listing of services to be offered in year one. However, discussions are already
underway and we are optimistic that both will come to fruition.

e Development of mixed use housing options. STEPS has a relationship with the Virginia Housing
Development Authority (VHDA) through their “Capacity Building Grant.” As a current recipient,
our ultimate goal will be to leverage resources to build a residential community that will provide
affordable housing options — cottage styled homes — that would be occupied by mixed income
citizens. The vision is a development where the exterior maintenance would be provided
through a Homeowners Association.

e Adult Day Care — A rising number of seniors are moving in with their children. This epidemic is
creating a three generation household. The generation “in the middle” often must choose
between continuing to work or staying at home to care for an aging parent. This service would
provide a place for the senior to go during the work day to allow for employment to continue.
With the population of seniors growing daily, this need will continue to rise. It is our intent to
request support from Piedmont Senior Resources, the Area Agency on Aging (AAA) in our region,
for their collaboration on this initiative.

TIMELINE FOR IMPLEMENTATION OF NEW SERVICES

e After School Tutoring
This program will be located in the counties of Lunenburg, Prince Edward, and Cumberland.
Each location will have four computers where individuals from fifteen to ninety (and older) will
have the opportunity to learn how to become computer literate with the Microsoft products of
Word, Excel, PowerPoint, and Outlook. They will also be provided assistance in learning how to
navigate the Internet environment. Our clients in our VHSP (Virginia Housing Solutions
Program) will also be exposed to software relating to Money Management and Credit
Counseling. The computers and printers will be purchased and set up within 60 days of contract
signing. The participants will be recruited from but not limited to referrals from the local DSS
departments, the public schools, the Community Service Board, the local Agency on Aging, and
the STEPS internal programs. This program will be coordinated with the local public libraries,
the community colleges, the public schools, and Project Discovery of Virginia.
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e Project Discovery of Virginia

This program is currently being funded directly out of the Project Discovery corporate office to
an independent contractor. Our goal is to bring the program back into the local “family” under
the community action environment that will provide additional support and dollars in the
counties of Cumberland, Amelia, and Prince Edward and possibly Buckingham.
This service will coordinate with the public schools and supplement services to students in
preparing them to enter higher education, vocational training, etc. This will include visits to
college settings. The program discussions will begin upon the CAA designation occurring. This is
a “drop and play” program as it has been in existence for a number of years under the previous
now de-designated CAA and currently under corporate authority.

o Head Start
STEPS, Inc. will proceed with completing the RFP as soon as it is released. The program will
operate in nine counties where the 20/21 classrooms are currently and have been operating for
several years under the community action environment and then more recently under CDI a
national firm. The STEPS COO has 8 years of Head Start Director experience and an additional 7
years of Head Start finance experience.

° VaCares
The discussion to operate the existing “Inmate Re-Entry” VaCares program will proceed as soon
as the CAA designation occurs. This program was under the local CAA for many years until the
program was transferred out of the region due to funding requirements. STEPS will work with
VaCares corporate office to bring it back into the local CAA environment. The STEPS COO was
on the Board of Director of VaCares for five years. The program will be in a position to operate
in all current existing areas as soon as the agreement is completed after CAA designation.

o EITC (Earned Income Tax Credit)
The program will operate for a period from January 15, 2015 through April 15, 2015. STEPS CFO
will oversee two part time employees and volunteers in the six county area. Emphasis will be
placed in counties that will not have assistance available. This will not be known until
December. STEPS will remain flexible to serve those counties that will need the assistance.

o Transportation
Current transportation services will be expanded to assist clients in new programs when
needed. The Planning Coordinator will pursue efforts through grant writing to obtain additional
resources for an on demand network and coordinate efforts with existing bus companies.

STEPS IS THE BEST CHOICE

As a well-respected, regional 501(c) (3) not for profit organization, we believe STEPS is perfectly
positioned to be the next designated Community Action Agency. It is time our citizens receive the
services that are funded for this region and in our opinion, the services need to be delivered by a well-
respected entity with an existing regional footprint that has had its roots in our region for over 30 years.

Who We Are

Our mission states it best: STEPS is committed to creating, coordinating and delivering quality
comprehensive services in an effort to foster self-sufficiency and eliminate poverty. We have a long
history of providing quality services to meet the needs of our community citizens. We are well
respected by our community partners and have a geographic footprint of services in eleven (11)
counties in this region.
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What We Do
STEPS currently has four (4) strategic pillars of service and provides a variety of services under each
pillar:
o Workforce Development
e Economic Development
e Housing
e Education
Last fiscal year we touched 1,210 lives, 91% living below the poverty level.

Partnerships Make It Work

STEPS is considered the “go to” entity in this region when a need arises. We have active partnerships at
local, state and federal levels and leverage those partnerships to benefit the citizens in our region. The
six (6) counties to be served by the new community action agency are very rural, not an incorporated
city in the entire region, so personal relationships and reputations are critically important. STEPS is
highly respected. Local elected officials, boards of supervisors and town council members, are valued
partners of STEPS and we are frequently asked to assist with meeting a need, recruiting a new business
or simply to provide input.

Our Organizational Strengths

We have a clear vision: STEPS meets people where they are in life, offering options and opportunities
specific to the need. We support each person’s ability to make good decisions in order to move their
lives forward. We bring a value to the entire community through our work in economic and workforce
development, education and housing solutions. We achieve this Vision through the efforts of
energized proactive leadership, engaged collaborative community partners and a sustainable,
accountable organizational infrastructure. Due to our diversified funding stream, we have a track
record of being financially nimble in order to expand and shrink when the economy or funding sources
mandate. Through work with the VHDA Capacity Building Grant, we have designed our strategic
organizational chart (included in Appendix D) in anticipation of obtaining the community action
designation, launched a new accounting and human resource software system, MIP (SAGE) and are now
evaluating data management systems.

What Success Looks Like
STEPS touched 1,210 lives last year. Listed below are only a few of the many impacts we have
facilitated:
e 184 households prevented eviction
270 individuals were provided job training/employment
241 households had their energy resources stabilized
e Over 2 million dollars were paid in wages to STEPS employees
Within the next ninety (90) days, we will be launching a newly designed website and a rebranding
initiative that will include utilizing social media.

So Why STEPS?
We humbly believe STEPS is the ONLY choice for the community action designation for the following
reasons:

e We are locally based - our “roots” are in this region;

e QOur thirty year history of providing valued services to citizens with low incomes;
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The vast number of partnerships we have at the local, state and federal levels;
The widespread respect that STEPS and its leadership have earned;

We are financially stable;

We are administratively ready; and last and most likely most important,

WE PRODUCE RESULTS THAT CHANGE LIVES!

The STEPS tagline says it best “A hand up, not a handout.”

OPERATING BUDGET, including the PROPOSED BUDGET for each new program and service,

is included in Appendix D. Also included in Appendix D are the descriptions of each budgeted expense
category.

TIMELINE for each New Program and Service is presented on pages 14 and 15 of this application
document.

STAFFING - Job descriptions and resumes for current staff are included in Appendix B.
CURRENT POSITIONS INCLUDE:

President and CEO — Job Description and Resume
Vice President of Administration and Compliance — Job Description and Resume
Vice President of Financial and Community Development — Job Description and Resume

Vice President of Employment Services and Business Operations — Job Description — Position is
currently vacant

Case Manager — Job Description and Resume
Housing Manager — Job Description and Resume
Bookkeeper —Job Description and Resume

STRATEGIC POSITIONS INCLUDE:

Chief Administrative Officer (CAO) — Job Description

Chief Operating Officer (COO) - Job Description

Chief Financial Officer (CFO) — Job Description

Planning Coordinator — Job Description

Proposed Program Positions — Summary of respective functions. Complete Job Descriptions will
be completed once Community Action status is achieved.

COLLABORATIVE AGREEMENTS - Included in Appendix D

Memorandum of Understanding between TAP and STEPS regarding the provision of DHCD
funded Weatherization Services

Commonwealth of Virginia, Department of Social Services, VIEW Worksite Agreement (CWEP or
PSP)

South Central Workforce Investment Board Memorandum of Understanding for Business
Services, FY13-16
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LETTERS OF SUPPORT — Appendix C

Six (6) County Boards of Supervisors document their support of this application. Please pay
special attention to the fact that each states that STEPS is the ONLY or PREFERRED entity to
secure their support for the Community Action Agency designation.

Six (6) Local Directors of Socials Services

Mr. Rucker Snead, President of the Board, United Way of Prince Edward County

Mr. James Rothrock, Commissioner — Virginia Department of Aging and Rehabilitative Services
Mr. E.W. Tibbs, President and CEO — Centra Health

REQUIRED APPLICATION ATTACHMENTS - Included in Appendix D

Certificate of Incorporation and Articles of Amendment
Current Board Bylaws
Organizational Charts:
o Current
o Proposed — Strategic Organizational Chart
Operating Budget with separate budgets for each program
o Expense category definitions
Personnel Policies — Three (3) Sets of Personnel Policies are included:

o Staff

o Hourly

o Participants served through purchase of service agreements
Fiscal Policies

Title V Participant Handbook
Insurance Documents, including Bonding/Employee Theft
Property inventory
IRS 501 (c) (3) Determination Letter
W-9
SAM Registration
Dun and Bradstreet Registration — #19-817-5572
Contracts, Purchase of Service Agreements, Collaborative Agreements and Rental/Lease
Agreements:
o Contract Documents
= Department of Aging and Rehabilitative Services (DARS) - Senior Community
Service Employment Program (SCSEP — Title V)
*  Workplace Supports Contract
= Nottoway County Public Schools
= Department of Housing and Community Development (DHCD) — Virginia Housing
Solutions Program (VHSP) Contract
= Dominion Virginia Power EnergyShare Press Release
= Virginia Housing and Development Authority (VHDA) Capacity Building Grant
o Purchase of Service Agreements:
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O

O

= Department of Aging and Rehabilitative Services (DARS) - Purchase of Service
Agreement and FY2015 Rate Sheet
Collaborative Agreements
= Memorandum of Understanding between TAP and STEPS regarding the provision
of DHCD funded Weatherization Services

®  Commonwealth of Virginia, Department of Social Services, VIEW Worksite
Agreement (CWEP or PSP)
= South Central Workforce Investment Board Memorandum of Understanding for
Business Services, FY13-16
Rental/Lease Agreements:
= Department of Aging and Rehabilitative Services

e Listing of the Board of Directors

e List of All Current Funding Sources and Uses

e Most Recent Annual Report

e Three (3) Most Recent Audited Financial Statements with Documentation:

o}

o O O O

o}

FY2011

FY2012

FY2013

Letter of Explanation from Hill and Davis CPA
Financial Analysis

FY2014 Unaudited Financial Statements

e Strategic Plan
e Program Evaluation and Monitoring Reports:

o}
o]
o]

0]

O

Workforce Development Outcomes Measurement Report (2013)
Commission on Accreditation of Rehabilitation Facilities (CARF) (2011)
Ability One Commission:
= Committee for Purchase from People Who Are Blind or Severely Disabled (2011)
= Source America (NISH) Non-Profit Agency (2014)
Affirmative Action Plan (2013)
AmTrust North America - Worker's Compensation Audit (2014)
Department for Aging and Rehabilitative Services Compliance Report for the Senior
Community Service Employment Program (SCSEP Title V) and Corrective Action Report
(2014)
Department of Labor Desk Audit (not a routine audit) (2013)

e Board minutes—FY 13 and FY 14
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APPENDIX A

Community Assessment Included:

e Centra Southside Community Hospital: 2013-2016 Community Health Needs
Assessment and Implementation Plan

e Town of Crewe: Report of the Healthy eating, Active Living Taskforce - 2013
e Lunenburg County Needs Assessment Report — 2012

e An Assessment of Early Childhood in the Heartland Region of Virginia: Smart
Beginnings Heartland Coalition — 2010

e Regional Statistical Data
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Community Health Needs Assessment and Implementation Plan

Executive Summary

Centra Health is pleased to provide the calendar year 2013 - 2016 Community Health Needs
Assessment and Implementation Plan (CHNA) for Centra Southside Community Hospital.
For the purposes of this report, the community is defined as the central southside Virginia
region including Prince Edward, Buckingham, Lunenburg,
Cumberland, Charlotte, and Nottoway counties. This CHNA
Plan Report provides an overview of the health needs and
priorities of the communities served by Centra Southside
Community Hospital. The goal of this report is to provide
readers with a deeper understanding of the health needs in
their community, as well as help guide Centra Southside in
its community benefit planning efforts and in developing an
implementation strategy to address prioritized community
health improvement needs. The Centra Southside Community
Hospital Board of Directors approved this plan on October 30,
2013 and the Centra Foundation Board approved this plan on
November 6, 2013.

The Counties Centra Serves

Demographics Overview: The total population for the geographic area included in this report is
92,106 people, which represents a 0.08% growth rate from 2010 to 2013. 63% of this population is
Caucasian American; 33% African American; 4% all other. The median age is 40.1 years with 17% of
the total population over the age of 65 years. This represents an “older” population when compared
to the age medians for Virginia and the United States. Median household income is $35,820, which
compares lower than both state and national medians. Housing is relatively affordable with the
Owner Occupied Housing Unit Median Value at $115,726. Approximately 17.1% of the population
lives below federal poverty levels and the civilian labor force unemployment rate is 9.2% with major
employer sectors listed in descending order: healthcare/human services, education, government
and manufacturing.

Key Findings: The overall general health status for all residents in the Central Virginia region
generally falls within the 30th - 50th percentiles as compared to the national benchmark for a
wide array of health status indicators. Having said that, however, there is significant variation in
these health status indicators among counties, cities, neighborhoods, and even within census tracts.
Cancer, heart disease, and suicide have higher than expected rates. Many of these disease categories
share underlying risk factors including obesity, physical inactivity, poor diet, smoking and mental
stress. Furthermore, there are significant health disparities, especially among African-Americans
in many health status indicators, including access to prenatal care and infant mortality rate. Lastly,
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access to primary care is a major challenge in some of our more rural counties including Charlotte
and Cumberland counties.

Health Status: An analysis of over 140 community-based indicators on health and quality of life
from over 20 different data sources revealed the community needs in the following areas listed in
the order of greatest need:

CENTRA SOUTHSIDE COMMUNITY HOSPITAL

1. Death Rate Due to All Cancers 6. Families Living Below Poverty Level

2. Substance Abuse

7. Low Income Childhood Obesity

3. Adults Who Are Obese

8. Domestic Violence

4. Social & Economic Factors Ranking

9. Death Rate Due to Diabetes

5. High School Graduation Rate

10. Death Rate Due to Heart Disease

Table 1. CHNA Advisory Board’s Prioritization of Unmet Needs Affecting Community Health.

Areas of Priority Need & Action Plans: The preceding areas of priority unmet community needs
which were developed though our CHNA process led to the following (Table 2):

Indicator Measures

Action Plan Priority

Opportunities

* Access to primary care e Death rates due to cancer &

e Obesity clinic heart disease
Access to Care e Access to mental healthcare e Death rate due to suicide
e Cancer and heart disease e Clinical care ranking

screenings e Primary care provider rate

* Expand health education
¢ Wellness and prevention

services e Health behaviors ranking
Health Status Improvement e Breast feeding ¢ Low income childhood obesity
e Nutrition ¢ Adults who are obese
e Smoking
¢ Exercise

e Expand access to prenatal care
for the African-American
population

e Infant mortality rates

HicalthiDipantics e Access to prenatal care

Table 2. Selected unmet community health needs for Centra Southside region.

Community Health Needs Assessment and Implementation Plan 5



Community Health Needs Assessment and Implementation Plan

Project Background

A. Organizational Overview

Centra is a regional nonprofit healthcare system based in Lynchburg, Virginia and was created
with the merger of Lynchburg General Hospital and Virginia Baptist Hospital in 1987. In 2006,
Southside Community Hospital in Farmville, Virginia joined Centra as an affiliate. With more
than 6,000 employees, a medical staff of nearly 500 and 150 employed physicians providing care
in 38 locations, Centra serves over 300,000 people throughout central and southside Virginia and
provides a comprehensive array of medical services in a variety of convenient settings. Centra
Lynchburg General Hospital (LGH) maintains 327 licensed beds and is home to the Centra
Stroobants Heart Center and the Stroobants Cardiovascular Pavilion, a national benchmark facility
for cardiac care. Each year, heart specialists perform more than 5,000 major cardiac procedures.
LGH is a Level II Trauma Center, offering emergency and critical care services, and the hospital’s
emergency department treats more than 92,000 patients each year. The pediatric center is located
at LGH as well as an outpatient surgery center, and the hospital offers orthopaedic, neurology,
oncology neurosurgery, diabetes and pulmonary services. Centra Virginia Baptist Hospital (VBH)
maintains 186 licensed beds and is home to the Birth Center and region’s neonatal intensive care
unit. Additional services at VBH include mental health inpatient services, rehabilitation medicine,
skilled nursing care, physical therapy, breast imaging center, wound care, sleep disorders center,
pain management services and outpatient surgery.

Centra Specialty Hospital is a 25-bed long-term acute care hospital located within Centra Virginia
Baptist Hospital in Lynchburg which provides longer-term acute care hospital services like for
ventilator dependent patients.

Centra Southside Community Hospital in Farmville, Virginia is a 116-bed facility with a
comprehensive Birth Center and serves as a medical hub for an eight-county region. Each year,
Southside has approximately 4,000 admissions and sees more than 35,000 patients in its emergency
department.

The Centra Medical Group is a network of local family practices, primary care physicians, and
specialty physician practices in cardiology, gerontology, neurosurgery, orthodaedics, physiatry,
psychiatry, rehabilitation and urology covering the greater Lynchburg area and spanning to
Danville, Farmville, Big Island, Gretna and Moneta.

The Alan B. Pearson Regional Cancer Center is located in Lynchburg and provides medical oncology
and radiation oncology services for central and southside Virginia. It has earned Accreditation with
Commendation as a Comprehensive Community Cancer Program from the American College of
Surgeons Commission on Cancer.
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The mission of the Centra Foundation is to develop resources to enhance and enrich the services,
programs and facilities of Centra Lynchburg General, Centra Virginia Baptist and Centra Southside
Community hospitals and other subsidiaries in order to assist the Centra system in meeting and
solving community health problems.

The Centra Community Health Initiative Fund is a specific purpose fund established and funded
by Centra and administered by the Centra Foundauon This fund supports commumty health-
related projects and programs -

on a pro-active basis. Grant [
proposal funding is tied to L.
priorities established through
our Community Health Needs
Assessment to ensure that we
continue to meet the health
needs of our community.

Centra’s awards and accolades
include Lynchburg General
and Virginia Baptist being
twice designated as Magnet®
hospitals by the American
Nurses Credentialing Center;
named as one of America’s
Safest Hospitals by Forbes
Magazine; listed as one of
America’s Top 100 Most Wired Hospitals; designated as a Breast Imaging Center of Excellence by
the American College of Radiology; selected six times as one of 50 Top Cardiovascular Hospitals in
America and most recently as one of Top 50 Neurosurgery Hospitals in America.

Patient care encompasses wellness and prevention, recognition of disease and health, patient
teaching and advocacy, spirituality and research. Under the auspices of Centra, physicians, registered
nurses and allied health care professionals function collaboratively as part of an interdisciplinary
team to achieve positive patient outcomes. Patient care at Centra occurs through organized and
systematic processes designed to ensure safe and effective care and timely treatment. Patient care
providers recognize the unique physical, emotional and spiritual (body, mind, and spirit) needs of
each patient served.

B. Scope

The scope of this Community Health Needs Assessment and Implementation Plan pertains to
Centra Southside Community Hospital.

C. Communities Served & Demographics

Centra Southside Community Hospital defines its primary service area (PSA) for the central
southside Virginia region as the following counties: Prince Edward, Lunenburg, Nottoway,
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Buckingham, Charlotte and Cumberland. The total population in our PSA is 92,106 people. Of
note, 17% of the total population is aged 65 years or higher, which compares much higher than the
rest of country. The Per Capita Income for our PSA is $19,390, which compares below the national
median. Our current unemployment for the entire region is 9.2%, which is higher than national
unemployment trends. 12.3% of all families in the primary service area are living below the poverty
level, which compares favorably with the national average of 10.8%. It is very important to note
there is considerable variation in these demographic statistics between cities and counties, as well
as between urban and rura] areas.

2013 Population by Single Race (count) White i
P y 9 = Black/African-American 18,111
,Rxlehriatg)e Household Income $50,437
2013 Households by Race and Household Income
Average $36,511
(Black/African-American) d
. Primary Service Area $19,390
2007 - 2011 Per Capita Income 5
National $40,088
- . Primary Service Area 12.3%
2007 - 2011 Families Living Below Poverty Level

National 10.8%
Table 3. Notable disparities in demographics.

D. Purpose(s) of Community Health Needs Assessment

We have chosen to define our Community Health Needs Assessment as a continuous process for
evaluating the health needs of the communities served. The reasons for doing this are varied, but
the most important reason is to help us realize our overall mission and vision to improve the health
status of the community. Other reasons include using the CHNA as a key driver to our strategic
planning process to help us design and implement new programs and services in response to these
identified unmet community health needs. We also use the CHNA to help us guide the actions of
the Centra Foundation’s Community Health Initiative, which provides grant funding for area non-
profit organizations delivering needed healthcare services to the community. This fund supports
community health projects and programs, consistent with the priority unmet community health
needs, as identified through our Community Health Needs Assessment and Implementation Plan.
Lastly, the completion of our community health needs assessment and successful implementation
of our resulting action plan will allow us to be in compliance with the CHNA requirements for tax-
exempt hospitals as created by the Patient
Protection and Affordable Care Act and as
promulgated in regulation by the Internal
Revenue Service (IRS) as documented in
Needs Assessment Steering 2 i : our Form 990.

Committee
E. Approach/Methodology

Inlate2011,Centracreated anorganizational
Figure 1. Organizational structure of structure and process to allow us to conduct
Centra’s CHNA. the community health needs assessment

Centra Community Health
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and to adopt an implementation strategy. The organizational structure included creating an
internal steering group (see CHNA Steering Committee on Page 29); convening an external group
of participants representative of the communities served by Centra Southside Community Hospital
(see Southside Community Health Needs Advisory Board on Page 29); and establishing a formal
ongoing relationship with Piedmont Health Coalition, a community-based coalition dedicated to
improving the health of our community which was formed under the leadership of the local public
health authority, the Piedmont Health District. We also involved Centra’s Physician Leadership
Council for the purposes of obtaining their feedback and input into this important work. Figure 1
provides a graphical representation of the CHNA structure.

The process we developed to conduct the CHNA has five objectives: (1) identify the data we
would use to describe the health needs of the community; (2) use the Southside CHNA Advisory
Board to collect community and public health input and feedback; (3) develop a prioritization
process to help us define our priorities and i, cpsmacomommnt st

to create a specific implementation plan in ¥ SHsHA i f» Community Dashboard
response to the prioritized unmet needs; (4) i T S

_ Location Typa: [ Region %] Location: [Southside Community Hospital
development of a written plan to document T erove Tl v o i

and communicate the results to the

Southuide Community Hosptal o ST

community and (5) establish an ongoing AT M
process for monitoring and evaluating the S o Py o o PoeT—
L irecions mm
plan’s success. > Comtin e P Coromic ot
> ‘.;:,ﬁ:;:::w Careers Camp i
. . oy srhppicalion ® Chlamydia Incidance Rate Comparison VA Countles
M After ConSIderlng ’ — = Gonofrhia Incidence Rate Cormpatison: VA Counlies
alternative approaches to identifying the  HADS Promarc e Compston A e e
. Matarnal, Fetal & Infaot Haakth
healthcare needs of the community, we S —— Comparsor A Coutis
decided toacquirethe Healthy Communities R A
& . . ® infant Mortaity Rate rson: VA Counti
Institute’s Health & Social Status Indicator o i
- hers wha Received Eerly Prenatal Care Comparison VA Counties
Data. (HCI Data) fol’ our Community, as = Non-Marlal Births Comparison YA Courties

defined by our primary service area. The Figure 2. Snapshot of Healthy Communities

HCI Data quantifies health and population Institut?‘s database as embedded in Centra

indicators for every city and county, with Southside’s website, www.centrasouthside.com.
the capability to further drill down to the
neighborhood and census tract level. The
Centra Foundation generously provided
the funds to purchase and make available
to the general public the HCI Database. The
database includes health status indicators
which come from a variety of federal, state,
and local public health data. It is important
to note there can be quite a bit of variability
in regards to the time periods measured
by the individual indicators. The databases | [ oot e sn ot s i s mrmmy oo A o chck

means the target is met and a red "X" means the target is not met.

note the relevant timeperiods for the data This legend can be seen when you select “View Lagend" on the Community Dashboard main page. It also

appears on tha indicator itse(f below the indicator icon.

This database can be publicly accessed off Figure 3. Legend of indicator gauges from
our Centra Southside website by clicking Healthy Communities Institute.

Compare to Average: This gauge shows how your community value compares with the
median or mean value for all counties m the state (or all US counties). The gauge is blue
and white when being higher (or lower) is not necessanly good or bad and is multi-colored
when being higher (or lower) is good or bad.

Compare to Region: The colored gauge gives a visual representation of how your
ity is doing m parison to other ities. The three-colored dial represents
the distribution of values from the reporting regions (e.g. counties in the state) ordered
from those downg the best to those doing the worst. From that distribution, the green
P the top 50th p le, the yellow rep the 25th to 50th percentile, and the |
red represents the "worst” quartile

Compare to Time Period: This gauge shows whether the community value is increasing |
or decreasing over time. A green arrow means the value is improving and a red arrow
menns the value is getting worse. The = (equal) sign means that there is not a significant

or d since the last

Target: This gauge shows whether or not the community value meets a specific target.
The community value is represented by the left bar and the target value by the right bar.

Eolp po
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the “Wellness Initiatives” link at the top of the homepage, which brings you to the Community
Health Needs Assessment. The Community Health Data and Resources are organized into four
sections: Community Dashboard; Disparities Dashboard; Demographics; and Healthy People
2020 Tracker. The community dashboard presents over 100 different population-based indicators
measuring health status, social welfare and education outcomes in addition to economic and
environmental factors that have the potential to impact the health of communities. Indicator
data is available at regional, county, city, zip code boundary and census tract levels. The disparities
dashboard views data broken down by racial, ethnic, age, and gender groups to identify disparities
within populations. The demographic section profiles demographic elements (age, income, gender,
family structure, etc.) within the population. The Healthy People Tracker shows how we are doing
in comparison to the national Healthy People 2020 goals as promulgated by the US Public Health
Service.

We contracted to have this data organized according to our primary service area and to have this
data roll up to a region-wide basis, consistent with how Virginia has organized its regional public
health system. This database essentially allowed us to follow a fact-based approach to assessing the
health needs of the community, by comparing and contrasting the indicator data from our primary
service area and comparing it to national norms and national public health goals in an effort to
identify our greatest community health improvement opportunities. In total, we reviewed over
500 discreet indicators for the Centra Southside market area. The data was then further stratified
by performance to goal (e.g., in the red or near red), as well as according to health disparities in an
effort to identify our greatest opportunities for health status improvement.

Community Participation and Input: On July 11, 2012, we convened the first meeting of the
Centra Southside CHNA Community Advisory Board at Centra Southside Community Hospital in
Farmville. Over 25 key constituent community leaders attended representing education, business,
social service agencies, faith-based organizations, government, regional public health authority,
colleges (including the local School of Public Health), other healthcare providers, and neighborhood
citizen organizations. The participants also included those organizations representing the needs
of the medically underserved, low
income, or minority populations which
included STEPS, Inc., Southside Area
on Aging, Crossroads Community
Services Board, and Central Virginia
Health Services (FQHC). The purpose
of this first meeting was to review
the CHNA process, structure and g
the regional preliminary findings.
The group also learned to use the
Healthy Communities Database and
reviewed the database results by
geographic region according to four
category groupings, Disease-Specific
Indicators; Access to Care & Social
Environment; Maternal & Child
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Health & Education; and Other Community Health Indicators. Participants were then assigned
to three breakout discussion groups, according to the three category groupings for the purposes of
discussing the implications of the relevant indicator data and identifying the top five most important
community health needs within their assigned category according to the criteria enumerated in
page 17 of this report. Each discussion group used computerized balloting as the technique the top
five needs. Subsequently, each group reported out their findings to the re-assembled larger group.
At the conclusion of all the report-outs, the group then voted on the top 10 community health
needs from among the 29 presented using a confidential electronic voting system, using the same
prioritization criteria. (See Appendix A). The meeting concluded with a review and discussion of the
resultant top 10 unmet community health needs as perceived by the Centra Southside Community
Health Needs Assessment Advisory Board.

Developing the Plan: The top 10 unmet community health needs identified by the CHNA
Community Advisory Board were then introduced as key drivers in the three-year corporate
strategic planning process. As a result, a new Corporate Strategic Planning Goal was created
around Community Health for the purposes of addressing the community health needs identified
in our Community Health Needs Assessment process. By aligning the top 10 unmet community
health needs with our strategic planning priorities, we further refined the top 10 list of unmet
community needs into three preliminary action plan priorities: Access to Care; Community Health
Status Improvement; and Health Disparities.

On March 26th, 2013, we reconvened the Centra Southside CHNA Community Advisory Board.
We presented the preliminary three action plan priorities for further review and discussion. At
this meeting, we divided the group into three discussion groups, according to each action plan
priority. Each group was charged with identifying what specific programs and/or services could
be considered to address the action plan priority; who could be considered collaborating partners;
identification of barriers and how to overcome them; and the identification of targeted communities,
neighborhoods or populations. Each group reported out, identifying opportunities and making
recommendations which were then incorporated into the final community health needs assessment
action plan.

With this input, the three preliminary action plan priorities were finalized with the addition of
specific programs and services; identification of specific collaborating partners; identification of
success measures; and a timetable for implementation. These priorities were then introduced into
our Centra Foundation Community Health Initiative Fund grant process and into our corporate
service line operational planning process in an effort to secure the resources needed to initiate the
the program and service opportunities identified in the implementation plan.

Monitoring & Evaluation: We plan on using the HCI Tracker system to report our progress of
the CHNA Implementation Plan. This tracker system allows us to report the results of our success
measures over time for each action plan priority as compared to the established improvement
target. The CHNA Steering Committee will report its findings to the Centra Executive Leadership
Team, who in turn will report our results and other improvement activities to the Centra Southside
Board of Directors and Centra Foundation Board. Additionally, we plan on using the Piedmont
Health Coalition to help us communicate these results to the larger community and to identify new
opportunities to improve the health of the community.

Community Health Needs Assessment and Implementation Plan 11
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Key Findings & Conclusions

A. Overall Findings

When we examine the Community Health Needs Assessment data for the Southside primary
service area, we discovered the following:

Significant Findings

Overall, the general health status for central Virginia: 30" to 50" percentiles

Significant variation among regions, counties, cities and census tracts

Cancer, heart disease and suicide have higher than expected rates

Underlying risk factors include obesity, physical inactivity, smoking and mental stress

Health disparities: low birth weight babies, infant mortality and access to prenatal care

Access to primary care: Amelia, Buckingham, Charlotte, Cumberland and Lunenburg

B. Emerging Issues

When we examined how these indicators have changed over time, we noted the following for our
Centra Southside primary service area:

* Teen Pregnancy Rate ¢ Lung Cancer Rate

e HIV Prevalence e Colorectal Cancer Rate

Emerging Issues

I
M
P
R
o
\'

!
N
G

* Violent Crime Rate * Suicides

¢ Air/Water Quality e Prostate & Breast Cancer

¢ Adult/Child Obesity ¢ Households Without Vehicle
» Sexually Transmitted Diseases

OZ=ZmwIOS

Figure 4

12 centrasouthside.com



It is important to keep in mind that, although some of these indicators are improving, our actual
indicator rates may still compare unfavorably to national benchmarks. Our lung and colorectal
cancer care rates are a good example of improving indicator measures that are still below national
benchmarks. In fact, central Virginia is part of an epidemiological phenomenon called “The
Cancer Belt” For reasons not completely understood by researchers, the “all cancer death rate”
for residents of central Virginia is significantly higher than rates for the rest of the United States.
Researchers at Vanderbilt University are presently studying to what extent this increase in cancer
rates is attributable to differences in risk factors, genetics, or some other set of contributing factors.

C.Historical Perspective

Many communities, including the greater Centra Southside community, have launched community
health improvement campaigns in the past - some with much public health success and some with
less. No better example of our ability to improve a public health indicator is our smoking rate.
Through a variety of successful public health strategies, the smoking rate in our area over the past
twenty years has declined from about 45% to less than 20% of the general population. Along with
that decline has been a corresponding decline in lung cancer deaths.

In fact, when we look at the ultimate health status indicator - our overall life expectancy - we have
seen a significant increase in life expectancy from 76 years in 1998 to 79 years in 2010. This increase
in life expectancy has been largely driven by significant reductions in the two leading causes of
death in this country: heart disease and cancer. These two diseases account for over half of all
deaths in Virginia and the United States.

85 350 340 220

& 79 3754— 210

76.6

202

75 b — 280 200

70 — 8 — 240 190

1998 20107 1998 2010
65 . 2101 180
Life Expectancy Cardiovascular Heart Disease Cancer Deaths
(Years) (Deaths/100,000) (Deaths/100,000)
Figure 5

However, there are some indicators that are indeed worsening and have been shown to be stubbornly
difficult to improve over time. The indicator for children living in poverty has actually increased to
37.5% in 2010 for all children. The child poverty statistics are even more alarming when stratified
by race. The child poverty rate for African-Americans has increased to 37.5% in 2010. Similarly,
the number of people who lack health insurance increased from 13.9% to 19% in 2012. Other
indicators which have worsened include the child abuse rate, primary care provider rate, infant
mortality rate, rate of sexually transmitted disease and obesity rate.
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Figure 8 Infant mortality per 1000 live births.

D. What Influences Community Health?

When we look at our calendar year 2010 vital health statistics concerning the leading causes of
death in the United States, the leading causes of death in descending order are: cancer, heart
disease, lower respiratory illnesses, stroke, accidents, Alzheimer’s disease, diabetes, kidney disease,
influenza/pneumonia, and suicide. This list is virtually the same for Virginia, except that cancer is
the #1 leading cause of death, rather than heart disease - testimony to the cancer belt phenomena
discussed earlier. However, when we look at the actual, or underlying, causes of death - in other
words the risk factors that actually cause cancer and/or heart disease, we find in descending order
the following underlying causes: tobacco, physical inactivity, alcohol, microbial agents, toxic agents,
firearms, sexual behavior, motor vehicles, and illicit drugs. It is interesting to note how prominent
our health behavior choices factor into these underlying causes of death.

Leading Causes of Death eading es of Dea Actual Causes of Death
United States 2010 ginia 2009 United States 2010
Rank Cause Death | % Rank Cause Death | % Rank Cause Estimate
1 Heart Disease 595,444 | 24 | |1 Cancer 14,122 | 24 1 Tobacco 400,000
7 Cancer 573,855|1231]2 Heart Disease 13:3970]:237] [F2 Diet and Inactivity | 300,000
3 E‘;:;‘:;:ESP"““W 137,789 | 6 || 3 Stroke 3244 |6 ||3 Alcohol 100,000

Lower Respiratory

4 Stroke 129,180 | 5 4 Biiaaka 3,013 5 4 Microbial Agent 90,000
5 Accident 118,043 | 5 5 Accident 2,622 4 5 Toxic Agent 60,000
6 Alzheimer’s 83,305 |3 6 Alzheimer’s 1,738 3 6 Firearms 35,000
7 Diabetes 68,905 |3 7 Diabetes 1,560 3 7 Sexual Behavior 30,000
8 Kidney Disease 50,472 | 2 8 Kidney Disease 1,521 3 8 Motor Vehicle 25,000
9 Influenza 50,003 |2 9 Septicemia 1,360 2 9 lllicit Drugs 20,000
10 Suicide 37793581 10 Influenza 1,237, 2 10 Other 15,000

dDIE
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Public health researchers have attempted to describe the overall influences of community health
from a population health perspective. What they have found is that our physical environment,
such as our air and water quality, transportation, and safe housing accounts for about 10% of our
health status. Social and economic factors such as education, employment status, income, family
and social supports, and community safety account for 40% of the community’s health. Health
status and behavior such as obesity, smoking, physical activity, and our genetics account for 30%
of our health status. And lastly, clinical care such as our hospital outcomes and access to primary
care accounts for about 20% of the community’s overall health status. What's striking about these
influences is how little “healthcare” affects our overall “health” This fact takes on even greater
significance when you consider where we spend most of our healthcare dollars, and how little
return we are getting as it relates to improving the overall health status of the community.

What Influences Community Health?

Physical Environment Social & Economic Health St?tus X Clinical Care
Behavior
10% 40% 30% 20%
Air Quality Education Obesity Hospital Outcomes
. Employment & . "
Water Quality Smoking Access to Primary Care
Income
Transportation Fan';lly Siacal Exercise
upports
Safe Housing Community Safety Genetics
Table 6

Centra’s mission will always include being that safety net healthcare resource in the community to
help heal the sick and take care of the injured by providing “Excellent Care... Every Time” However,
the implication of this Commumty Health Needs Assessment is challenging us to consider what
= else should we be doing, beyond being
the premier healthcare provider in
our community, to improve the health
status of all our citizens? Who should
we partner with to advance this work?
Where are the opportunities for our
greatest chances for success? These are
the questions that will be addressed
in the Community Health Needs
Assessment Implementation Plan.
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Prioritization of Significant Needs

A. Methods & Applied Criteria

Using the HCI database of health status indicators as a source document for the Centra Southside
primary service area (Prince Edward, Lunenburg, Charlotte, Mecklenburg, Buckingham and
Nottoway), we selected those indicators where much of the indicator performance was at or below
the 50th percentile as compared to the particular benchmark norm. For purposes facilitating the
review and prioritization of health needs, we aggregated the low performing health status indicators
according to four categories: 1. Disease Specific Indicators (e.g., cancer, heart disease, Alzheimers,
etc); 2. Access to Care and Social Environment (e.g., primary care provider rate, access to health
insurance, violent crime rate, and poverty rates); 3. Maternal and Child Health and Education (e.g.,
infant mortality, teen pregnancy, and 4th grade proficiency); and 4. Community Health Indicators
(see Appendix A, for complete listing of low performing indicators by category).

In each category, we asked our Centra Southside CHNA Community Advisory Board members
to rank these indicators according to their perception as to how important these indicator needs
are to improving the overall health of communities served by Centra. For this exercise, we defined
“importance” according to the following prioritization criteria (Source: Robert Wood Johnson
Foundation, 2010):

Magnitude of the problem as indicated by the numbers of people affected by the problem

Severity of the problem as evidenced by the risk of morbidity and mortality associated with the
problem

Historical trends (e.g., problem which may be getting worse)

Impact of the problem on vulnerable populations (e.g., children, older adults, people with disabilities)

Alignment of the problem with Centra’s role and mission with the community

Adequacy of existing resources to satisfactorily address the problem

Feasibility of change (e.g., availability of tested approaches)

The extent to which the important issues are being adequately addressed by other community-based
coalitions

Table 7
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B. Results

After completing two “round robin” rounds of prioritization, the CHNA Community Advisory
Board identified the following ten most important unmet needs affecting community health (listed
in order of priority):

. Death Rate Due to All Cancers

. Substance Use
. Adults Who Are Obese

. Social & Economic Factors Ranking

. Families Living Below Poverty Level

. Low Income Childhood Obesity

. Domestic Violence

. Death Rate Due to Diabetes
0. Death Rate Due to Heart Disease

1
2
3
4
5. High School Graduation Rate
6
7
8
9
1

Q
aple &

We then introduced this list of top 10 unmet needs into Centra’s strategic planning process to serve
as need drivers for the purposes of developing our overall corporate strategic goals and action
plans, consistent with our mission, vision, and values. As a result of this process, a new corporate
goal of Community Health was established with the overall goal to improve community health.
Community Health is now one of six corporate strategy pillars for Centra which also include Quality
& Safety; The Patient Experience; Culture; Growth; Finance & Efficiency and Community Health.
Using the same prioritization criteria used by our CHNA Community Advisory Board, we further
refined our Community Health Pillar Action Plans according to the following three broad action
plan priorities. The respective top 10 unmet community health need indicator is noted beside each
of the following action plan priorities:

Action Plan
Priority

Access to Care ¢ Access to primary care (#1, #9, #10) | e Death rates due to cancer &
heart disease

Opportunities Indicator Measures

e Adult and childhood obesity services
(#3, #7) e Death rates due to suicide

e Access to mental healthcare (#2, #8) | ¢ Death rates due to diabetes

e Cancer and heart disease screenings | ¢ Clinical care ranking
and early intervention (#1, #10)

° Primari care irovider rate
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Action Plan
Priority
Health Improvement e Expand health education (#5) e Health behaviors ranking

Opportunities Indicator Measures

L]

Wellness and prevention Services (#1, | ¢ Low income childhood
#3, #4, #7, #9, #10) obesity

Breast feeding (#7) Adults who are obese

Nutrition (#3, #4, #7) Substance abuse

Smoking (#2, #10) e Domestic violence

Exercise (#3, #7, #10)

Health Disparities ¢ Expand access to prenatal care for e Infant mortality rates
the African-American population
(#4, #6) e Access to prenatal care

e Cancer incidence rate

¢ Babies with low birth rate

_ Table 9

C. Needs Not Addressed

Four of the top 10 community health indicator needs that were identified as not fitting within our
prioritized strategic plans and pillar action plans are Social and Economic Factors (# 4); Families
Living Below the Poverty Level (#6); High School Graduation Rates (#5) and Domestic Violoence
(# 8). Our rationale for not including these four indicators as prioritized by our CHNA Community
Advisory Board included a sense that both of these critical needs were highly complex in nature and
affected by a wide variety of influencing factors — many well beyond the capability and resources
available through Centra and or its collaborating
partners. Furthermore with respect to the
Domestic Violence and High School Graduation
Rates, the board felt other community-based
initiatives were already targeting these issues
(e.g. United Way’s Community Impact Fund)
would serve to address some of these needs.
Furthermore, Death Rate due to Diabetes (#9) was
felt to be somewhat addressed in our initiatives
around Access to Care and Childhood Obesity.

Part of the rationale for establishing a broad
category of Health Status Improvement was that
we considered this to be a root cause strategy, with
improvements in our health behaviors around
diet, exercise and smoking as having a positive
effect on many other disease-specific indicators
including cancer, heart disease and mental health.
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Implementation Plan

A. Implementation Plan Strategies

At the second meeting of the Centra Southside CHNA Community Advisory Board, which was
held in January, 2013, the preliminary listing of the three CHNA Implementation Action Plan
Priorities (Access to Care, Health Status Improvement and Health Disparities) were presented for
further review and approval. Furthermore, we used the meeting to identify specific programs and
services within each category which would positively impact the specific community health needs
indicator associated with the particular action plan strategy. More specifically, we used a nominal
group process to identify the following for each action plan priority:

Breakout Group Discussion Questions

1. What services or programs can be offered to successfully address this action priority?

2. Who are the potential community collaborators to help address this action plan priority?

3. What are the obstacles or barriers to success and how can they be overcome?

4. Which communities, neighborhoods or populations should be targeted?

Table 10

Each group reported out their findings and recommendations which were then further reviewed
internally to assure alignment with our strategic plan and our Foundation Fundlng Priorities.
As a result, what follows is the ; '
implementation plan in response
to the Community Health Needs
Assessment which covers the period
2013-2016. The implementation plan
identifies the relevant action plan
priority; specific program or service
strategy aimed at addressing the
action plan priority; identification
of collaborating partners; specific
success measure (as related to the
specific health indicator being
targeted); and the specific success
goal as expressed as an improvement
target (CY 2016) from the baseline
period (CY 2013).
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B. Summary Table
Centra Southside Community Health Needs Assessment Implementation Plan: 2013 - 2016

Action Plan Priority # 1: Access to Care

Plan Strategies Success CY2013 | CY2016
Opportunity Measure From To
A. Access e Recruit at new primary care providers Primary Care | 28/100K | 40/100K
to primary | (physicians, nurse practitioners, physicians Provider Pop Pop

medical care Rate

assistants) for Charlotte, Cumberland, Farmville
and Lunenberg

e Collaborate with Liberty University College of
Medicine to recruit and employ faculty at Liberty
as well with community practices.

¢ In collaboration with Lynchburg Family
Medicine, expand their residency program and
work to retain students and residents in the
Southside area.

¢ Collaborate with Central Virginia Health Center
(FQHC) around increasing primary care providers
in anticipation for uninsured/underinsured and
newly insured as related to the Affordable Care
Act — Charlotte (primary care) and Farmville (OB/
Gyn)

e Expand primary care offices in Gretna and

add a new free standing emergency treatment
center. Consider a new free standing ED and
expanded primary care offices in the Rte 460/29
corridor (Lynchburg & Campbell counties).

e Increase access to primary care by establishing
a value-based accountable care organization
with Virginia Premier, a Medicaid HMO provider.

e Establish a scholarship program for nurse
practitioners and physicians assistants to work as
providers in our areas.

e Prescription Partnership to provide access to
free medications*

» Centra Foundation Mobile Medical Van to
provide primary care access to people living in
rural areas.*
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Plan
Opportunity

Community Health Needs Assessment and Implementation Plan

Action Plan Priority # 1: Access to Care (Cont.)

Strategies

Success
Measure

CY2013
From

CY2016
To

B. Address
adult and
childhood
obesity

¢ Support the Southside Virginia Family YMCA
and their Southside Gets Fit Together through
purchasing exercise equipment for the Y Shape
Down Program

e Corporate Sponsor for the Annual Piedmont
Walk at High Bridge State Park and Corporate
Sponsor for the Annual High Bridge Half
Marathon

e Corporate Sponsor for the LEARN program
—a 12 week healthy eating/healthy exercise
program for adults

* Partner with the 6 region-wide elementary
schools to establish community gardens at each
school to promote healthy eating

¢ Extend the adolescent obesity treatment
program to Farmville

Preschool
Childhood
Obesity Rate

15%

14%

C. Access
to mental
healthcare

e Provide adult telepsychiatry services to in
partnership with Crossroads Community Services
to address acute psychiatric illness needs

* Integrate behavioral health clinicians in
primary care offices to increase access to mental
health screening and counseling services

* Provide transportation to mental health
services from rural communities in partnership
with Harvest Connection*

Suicide Rate

18.9/
100K Pop

14.3/
100K Pop

D. Early
detection
for cancer
& heart
disease

o Heart Health/Heartaware screenings: 4 events
throughout primary market area

e Cancer screenings: Provide annual patient
screenings for: mobile mammograms, indigent
care funding, skin cancer acreenings; PSA blood
screenings, lung cancer screenings for over 400
patients

* Free transportation services to Pearson Cancer
Center & Bedford County Ride Program*: 2000
patients annually

All Cancer
Death Rates

201/
100K Pop

189/
100K Pop

22
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Plan
Opportunity

Action Plan Priority # 2: Health Status Improvement

Strategies

Collaborating
Partners

Success
Measure

CY2013
From

CcY2016
To

A. Expand
health,
education,
wellness &
prevention
services

e Establish a new position of
Corporate Director, Community
Health to coordinate and organize our
work around community health status
improvement

* Provide free lactation clinics to
Farmville and Charlotte Counties

¢ Provide subsidized food production
for the region’s Meals-on-Wheels
program (25 meals/day)

e Provide free weight scales for the
Home Health Weight Loss Program

¢ Provide free food and dry goods
to area food banks and shelters to
help clothe and feed people in need
throughout the greater Southside
region*®

* Provide community barber
shops and salons with battery
operated blood pressure cuffs for
self-administered blood pressure
screenings

¢ Reduce domestic violence in the
greater Southside community by
supporting the Southside Center

for Violence Prevention, Inc.
(Madeline’s House) to support the
awareness, marketing materials, case
management, service delivery and
satellite office for staff.*

e Corporate sponsor for the annual
Stepping Out Day (anti-violence
campaign) and National Night Out
(domestic violence awareness)

¢ Corporate sponsor for the
annual STEPS Health Fair providing
education, wellness, and screening
services to adults with physical
disabilties

* Provide certified diabetic education
classes and services for the southside
Virginia region

Piedmont
Health District.

Gleaning the
World

Madeline’s
House

Meals-on-
Wheels

STEPS

County Health
Behaviors
Ranking (out
of 133 VA
Counties)

101th

90th

Community Health Needs Assessment and Implementation Plan
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Action Plan Priority # 3: Health Disparities — Access to Prenatal Care

Plan Strategies Success Measure CY2013 | CY2016
Opportunity From To

A. Increase | e Expand the evidenced-based Piedmont Health District, 25% 15%
access to program “Community Voice,” which | Central Virginia Health

prenatal is a lay health educator program to Center, School System,

care for the | the Southside Region NAACP, United Way,

African- e Collaborate with the “Healthy Congregational Health

American Families Program*” which provides Network, Presbyterian

community intensive home visitations with Homes & Fami|y Alliance

new and expectant families which
provides health education services
and transportation to prenatal
appointments

» Corporate sponsor for Mothers
of Preschoolers (MOPS) which is a
mothering mentoring program for
southside Virginia residents

*Denotes financial grant support provided through the Centra Foundation’s Community Health Initiative Fund
C. Resources

We have identified the following resources needed to successfully implement our action plan priorities
under our Community Health pillar: leadership, funding, and technology. With respect to leadership,
each of the implementation plan strategies will be assigned an “executive owner” within the Centra
executive team, who will provide overall administrative direction, support, and accountability
to assure its successful implementation. Furthermore, a new position of Corporate Director of
Community Health will be established, who will be primarily responsible for the overall execution of
the implementation plan and to oversee the coordination with our collaborating partners throughout
all of Centra.

With regard to funding resources, the Centra Foundation has established a Community Health
Initiative Fund which is used to support the community health improvement priorities, as established
in the CHNA Implementation Plan. In CY 2013, the Centra Foundation awarded 22 grants totaling
$515,488.47 to support community health improvement projects and programs. Those specific
foundation-funded programs and services are noted with an asterisk on the CHNA Implementation
Plan. In the future, the foundation’s Community Health Initiative Fund will be more closely aligned
with the CHNA Implementation Plan priorities. In addition to foundation funding, many of the
specific programs and services will be funded by Centra operating funds, primarily through the
relevant service line budgets. A good example of this will be our Maternal & Child Health Service
Line funding the identified implementation plan strategies noted under the Health Disparities action
plan priority. Lastly, other funding opportunities may present themselves in partnership with our
collaborating partners in seeking grants and extramural funding for those funding opportunities that
are aligned with our CHNA implementation plan priorities.

We also believe technology will be an important resource for us to use in facilitating the successful
implementation of our action plans. Centra has obtained a personal health record information
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system, called Relay Health, which we hope to make
available to the general public, through their primary
care provider. This system is designed to help support
the improvement of health behaviors by providing
convenient tracking of individual health status
improvement results, access to relevant health personal
information and integration with the health records for
their individual primary care provider. We also plan to
continue to invest and use the Healthy Communities
Institute’s database to help us track our progress with
respect to the identified indicator success measures.
We have made this database available free to use by
the public and our collaborating partners. The HCI
database can be easily accessed on Centras website,
under the “Wellness” tab. Lastly, we have also invested
in a software application, called AchievelT, which we
will use to monitor, track, and report our progress with
respect to our Community Health pillar. This system
will identify the relevant strategy, current results and
timeframes for completion to assist us in monitoring
the overall success of our implementation plan.

D. Ongoing Monitoring & Evaluation

The overall responsibility for the assuring the effectiveness of our community health improvement
goals rests with the Centra Southside Board of Directors and the Centra Board of Directors. Through
a recent board re-organization, a new board committee was formed whose primary purpose is to
provide oversight to our various community and population health initiatives. Management will
provide periodic reports to this board committee which will enable the board to track and monitor
our progress with respect to accomplishing our community health goals and objectives, as reflected
in our CHNA Implementation Plan. These progress reports will also be shared with the general
public on our website. As noted earlier, Centra has established a new management position, Director
of Community Health, whose responsibilities will include preparing these progress reports and to
coordinate our work among our various collaborating partners.

In 2012, the Piedmont Health District launched the Piedmont Health Coalition to help create a
community action plan to promote community health and wellness. With completion of Centras
Community Health Needs Assessment, an opportunity was presented to consider the alignment of
these the efforts of the Piedmont Health Coalition to secure collective health impact which will enable
sustainability and greater capacity to confront the identified health needs of our community. This
coalition has embarked on a shared agenda to begin the process for developing mutually reinforcing
and strategic directions, with key measurement indicators, to address community health status
improvement and recommendations for sustainable population health strategies. Centra will be an
active participant in this coalition, which we will use to help us further our CHNA Implementation
Plan, as well as for the purposes of developing new strategies and collaboration opportunities to
improve the health of the community.
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Community Health Needs Assessment and Implementation Plan

Plan Approvals & Dissemination

The Community Health Needs Assessment and its resultant implementation plan will be submitted
for final approval to the Centra Southside Board of Directors and Centra Board of Directors
on October 30, 2013 and to the Centra Foundation on, November 6, 2013. The CHNA and
Implementation Plan will be distributed to all the Centra Southside CHNA Community Health
Advisory Board members, as well as posted on Centra Southside Community Hospital’s website
(both executive summary and full report) for the general public to access and review. The assessment
and plan will also be available upon request at Centra Southside Community Hospital. We will also
disseminate periodic progress reports, which we will use to document our results and to provide
updates to our implementation action plan priorities. We will also report our results and updates
to the Collective Health Impact Coalition for the purposes of coordinating our efforts to achieve
collective impact.
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Appendix A

A. Disease-Specific Indicators

Geographical Regions

1. Death Rate Due to All Cancers

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

2. Morbidity Ranking

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

3. Mortality Ranking

Buckingham, Charlotte, Lunenburg, Prince
Edward

4. Premature Death

Buckingham, Charlotte, Lunenburg, Prince
Edward

5. Death Rate Due to Diabetes

Lunenburg, Nottoway, Prince Edward

6. Death Rate Due to Heart Disease

Buckingham, Charlotte, Lunenburg, Nottoway,
Prince Edward

7. Death Rate Due to Alzheimer’s Disease

Charlotte, Lunenburg

8. Death Rate Due to Accidents

Charlotte, Lunenburg

9. Infant Mortality Rate

Buckingham, Charlotte, Cumberland, Nottoway

Table 11. Disease-specific indicators identified in the Healthy Communities Institute’s database to

be of greatest unmet need in the geographical regions named in the second column.
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B. Access to Care and Social
Environment

Geographical Regions

1. Primary Care Provider Rate

Buckingham, Charlotte, Cumberland, Lunenburg

2. Access to Health Insurance (Clinical Care
Ranking)

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

3. Families Living Below Poverty Level

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

4, Violent Crime Rate

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway

5. Households Without a Vehicle

Charlotte, Cumberland, Lunenburg, Nottoway

6. Households with Public Assistance

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

7. Workers Who Drive Alone to Work

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway

8. Single-Parent Households

Buckingham, Charlotte, Lunenburg, Prince Edward

9. Mean Travel Time to Work

Buckingham, Charlotte, Lunenburg, Prince Edward

Table 12. Access to care and social environment indicators identified using the Healthy

Communities Institute’s database to be of greatest unmet need in the geographical regions

named in the second column.

C. Community Health Indicators

1. Adults Who Are Obese

Geographical Regions

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

2. Low-Income Preschool Obesity

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

3. Sexually Transmitted Disease Rate

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

4, Death Rate Due to Suicide

Buckingham, Charlotte, Nottoway

5. Adults Who Smoke

Charlotte, Prince Edward

6. Violent Crime Rate

Charlotte, Cumberland, Lunenburg, Nottoway

7. Households Without a Vehicle

Buckingham, Charlotte, Cumberland, Lunenburg,
Nottoway, Prince Edward

8. Child Abuse Rate

Buckingham, Charlotte, Lunenburg, Prince Edward

9. Non-Marital Births

Buckingham, Charlotte, Lunenburg, Prince Edward

10. Teen Pregnancy Rate

Charlotte, Lunenburg, Nottoway, Prince Edward

Table 13. Community health indicators identified using the Healthy Communities Institute’s

database to be of greatest unmet need in the geographical regions named in the second column.
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CENTRA

Key CHNA Participants and Collaborators:

Centra’s Community Health Needs Assessment Steering Committee:

Ted Stryker, Vice President & CHNA Project Lead
Randall Walton, Director, Pastoral Care

Chris Giannone, Marketing Specialist

Sabrina Tomlin, Corporate Finance

Matt Johnson, M.D., Vice President

Carolyn Jacques R.N., Vice President

Kim Price, R.N., Director,
Women & Children’s Health

Mark Sivdas, Mental Health Services Intake Center
Chance Welfare, Manager Marketing

Bill Varner, Vice President, Planning and Marketing
Ruth Syre, Congregational Health

Kathryn Pumphrey, Executive Vice President,
Centra Foundation

Thomas Angelo, COO,
Centra Southside Community Hospital

Centra Southside Community Health Needs Assessment

Community Advisory Board:

Bill Bass, CEO, Centra Southside Hospital; Tom Angelo, COO; Centra Southside Hospital;
Willie Smith, Pastoral Care Centra Southside; Kerry Mossler, Marketing, Centra Southside;
Dennis Brown, Case Mgt/Social Work Centra Southside; Claudia Meinhard, RN, CNO, Centra
Southside; Kathi Mannis, RN, Emergency Dpt, Centra Southside; Amber Hucks, Radiology,
Centra Southside; Ted Stryker, VP, Centra; Mark Sivdas, Intake, Centra

Samuel Alexander, M.D., Piedmont Health District

Will Rogers, Crossroads Community Services Board

Rucker Snead, United Way

David Smith, Prince Edward County Public Schools

Margo Potts, RN, Longwood University

Beth Graham, Hampden Sydney College

Dr. John Cavan, Southside Community College

Vellie Dietrich, Lion’s Club

Roma Morris, Prince Edward County Social
Services

Sylvia Meadows & Calvin Gray, Farmville Area
Ministrial Association

Doug Mooney & Andy Ellington, Farmville Police
Dept

Jane Schirmer, YMCA

Kitty Smith, Hope Community Services

Gerry Spates, Farmville Municipal Government

Sharon Harrup, STEPS, Inc

Barbara Duffer, Charlotte County Govt

Randall Bayshore, M.D., Central Virginia Health
Services (FQHC)

Ed Hearn, Buckingham EMS

David Williams, Nottoway EMS

Ernest Toney, PR] Industries

Justine Young, Area Agency on Aging

Dorothy Hodges, Lunenburg Social Services

Darryl Hodges, Cumberland Sheriff Dept

Patsy Pelland, Smart Beginnings Heartland

Susan Adams, Buy Fresh, Buy Local & Deputy
County Administrator

Bruce Davis, PECPS

Elise Corbin, Central Virginia Regional Library
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Report of the Healthy Eating, Active Living Taskforce
to the

Crewe Town Council

The Town 0)‘

Crewe




Executive Summary

Given the assumption that the economic health of a community is closely tied to the physical
health of its citizens, the Crewe Healthy Eating, Active Living (HEAL) Taskforce assembled
with the mission of identifying obstacles to providing healthy eating and active living
opportunities to residents and visitors, and proposing improvements for long-term healthy
lifestyles. Similarly, the Vision of the Taskforce is to create a healthier community more
desirable to visit, own or operate a business, and raise a family.

During its first meetings, the Crewe HEAL Taskforce performed a Strengths, Weaknesses,
Opportunities, and Threats (SWOT) analysis of healthy eating and active living in town.
Responses generally fall into several broad categories. Positive attributes of HEAL in Crewe
include engaged small businesses, state resources, and small but active organizations offering
beneficial services. Vulnerabilities mostly revolve around culture, communication, and
education. With these results in mind, the Taskforce set out to address the town’s HEAL issues.

Ultimately, the Taskforce selected five main goals, with each having several objectives and
strategies for achieving those goals.

The Taskforce concluded that the establishment of a permanent HEAL committee is vital for
implementing these goals. Such a group would be charged with overseeing all HEAL efforts in
town, organizing outreach and events, and bringing stakeholders together in strategic
partnerships. The committee would also recommend ordinance changes that fulfill the HEAL
mission.

Finally, regionalization is a key component to improving Crewe’s HEAL culture and will
undoubtedly help the community socially and economically. Every effort should be made to
reach out to neighboring communities to encourage establishment of their own, and ultimately a
regional, HEAL effort.

Methodology

Through several monthly meetings, the Crewe Healthy Eating, Active Living Taskforce began its
work by performing a Strengths, Weaknesses, Opportunities, and Threats (SWOT) Analysis of
the Town of Crewe’s healthy living culture (Appendix II). From there, and keeping in mind the
variety of community stakeholders (Appendix IIT), members brainstormed initial concepts and
several broad goals emerged. The goals were subdivided into objectives and strategies for
achieving those objectives. Finally, each objective was categorized based on two criteria: long
term vs short term, and cost vs no cost (Appendix I).



The relationship between community physical and economic health

The economic health of a community is closely tied to the ph;/sical health of its citizens. When
evaluating the best places to work,' live,” and raise a family, * leading business magazines
include cultural and recreational opportunity metrics in their methodology.

Cultural and economic factors have led to a decline in healthy lifestyles for decades.! Access to
choice and variety in goods and services is limited by the principles of supply and demand.
Consumers often opt for convenience and proximity, whereas local businesses offer cheaper
products. Currently, only those with the ability and desire to travel to larger markets can readily
employ the healthiest lifestyles. This is especially problematic for economic growth in rural
communities. According to the Virginia Behavioral Risk Factor Surveillance System, diabetes
prevalence in the Piedmont Health District, where the Town of Crewe is located, is at 10.3%,
well above the 7.7% state average. Lack of healthy food options and sedentary lifestyles have no
doubt contributed to this health epidemic. With these factors in mind, the Crewe Town Council
partnered with the Institute for Public Health Innovation began work on a Healthy Eating, Active
Living (HEAL) initiative.

Institute for Public Health Innovation

Crewe’s partnership with the Institute for Public Health Innovation (IPHi) began at a
Virginia Municipal League conference. There, Town leadership explored IPHi’s HEAL
initiative, a successful endeavor in California and Maryland with new framework for Virginia.
The goal of IHPi, through HEAL, is to develop, support, implement, and evaluate creative
strategies to improve the public's health. They work with local government to establish policies
that promote health, reduce chronic disease, and build community capacity to sustain progress.
Specifically, the HEAL initiative is designed to and towns stem the obesity epidemic by
leveraging policy as a driver of environmental change. Increasingly, policymakers, advocates,

! Badenhausen, 2012

% Mullins, 2009

* Smith, 2013

* King, 2009



and health care providers are recognizing that obesity is neither caused by, nor can be prevented
by, individual actions alone.

After establishing a partnership with IPHi HEAL representatives, Council passed a
resolution on January 14, 2013, becoming Virginia’s first HEAL community. With this action,
Crewe formed a Healthy Eating, Active Living Taskforce comprised of various community
stakeholders, leaders, and engaged citizens to identify the vulnerabilities Crewe faces in
providing healthy options to residents, and creating common sense solutions to address those
issues. Specifically, the mission of the HEAL Taskforce is to identify obstacles to providing
healthy eating and active living opportunities to residents and visitors, and proposing
improvements for long-term healthy lifestyles. The Vision of the Taskforce is to create a
healthier community more desirable to visit, own or operate a business, and raise a family.
During its first meetings, the Crewe HEAL Taskforce performed a Strengths, Weaknesses,
Opportunities, and Threats (SWOT) analysis of healthy eating and active living in town. While
full results can be found in Appendix I, responses generally fall into several broad categories:.
Positive attributes of HEAL in Crewe include engaged small businesses, state resources, and
small but active organizations offering beneficial services. Vulnerabilities mostly revolve
around culture, communication, and education. With these results in mind, the Taskforce set out
to address the town’s HEAL issues.

Stakeholders

Before establishing goals and objectives, the Taskforce had to first identify stakeholders: what
individuals or groups in or around Crewe would be impacted by—or could aid in—the HEAL
efforts? Residents of the Town are foremost among the stakeholders. Many of Crewe’s
population are older, and most are grounded by strong community ties and lineage. There are
some families, and a significant number of military members and families. In order to ensure
future prosperity, Crewe must appeal to new, younger families, especially those who seek a
healthy, small town environment easily accessible to surrounding areas.

In addition to the spattering of local business, many residents seek employment at state facilities
including Piedmont Geriatric Hospital, Nottoway Correctional Center, and Ft. Pickett. Others
travel to the Richmond metro area for work, while still others work for the school system,
railroad, and Southside Electric. To sustain and promote economic development, the Town must
expand local business, to include agri-business. Additionally, the prospect of the Foreign Affairs
Security Training Center (FASTC) in Ft. Pickett would increase economic development
dramatically. Businesses in Crewe tend to be long-established, by well-known members of the
community. When expanding, Crewe must maintain the well-known qualities, while tapping
into other industries like tourism and agri-business.

® Institute for public health innovation. (2013). Retrieved from http://institutephi.org/



Faith-based and community organizations also play a vital role in Crewe. Though they are
almost universally decreasing in membership and volunteerism, the organizations themselves
have strong community ties and active involvement. In order to maintain these valuable
community resources, they must work together to continue community involvement, and expand
their membership base.

Because Crewe is one of the only areas within Virginia where US 460 drops to 35mph, visitors
to the community are often those travelling along the highway. Most stop for food and gas
before continuing their trip. In the future, the Town must take better advantage of these visitors,
and also make Crewe a destination. With the railroad and music history, nearby 1-360, and local
Civil War sites, the possibilities for tourism are limitless.

Regionally, Nottoway and surrounding counties are economically depressed with economies
heavily dependent on state resources. Through communication and community collaboration,
future self-sustainability is possible through tourism, marketing, and expansion of small
businesses.

Goals and Objectives

In order to highlight the strengths and opportunities Crewe possesses for HEAL efforts, and to
help overcome the vulnerabilities posed by the weaknesses and threats, the HEAL Taskforce
established four primary goals: strengthen communication, engage citizens, and increase
opportunity for healthy eating and active living.

Goal 1: Strengthen Town/Community/Citizen communication on HEAL efforts
Better inform citizens of available opportunities

While many HEAL opportunities already exist within Crewe and Nottoway County, many
residents don’t know or fully understand the available options. In order to better communicate
with stakeholders, Crewe must utilize both traditional and social media platforms for promoting
events and opportunities available, and informing and educating citizens and businesses alike.
Specific strategies to achieve this end include better utilization of the Town website, Facebook,
and YouTube pages. The Town should establish a central repository for HEAL information, and
online calendar for events, and a HEAL Facebook page for easier outreach. Additionally, an
email distribution list for interested residents should be established to keep individuals informed
and engaged.

Understanding that not every resident owns or has access to a computer, traditional media should
be utilized as well. Direct mail, town bulletin board, and utilizing space on the monthly water
bills would allow officials to reach virtually every Crewe resident. Finally, local newspapers,
radio stations, church bulleteins, and schools are excellent ways of further reaching citizens.



Crewe’s diverse populace requires an all-encompassing approach to communicating with
constituents. While word-of-mouth and radio advertisements may be the most efficient form of
communication for many, others—especially those who work outside of town—obtain their
news and information through email and social media. The role of leadership is not to determine
the best method of communication, but rather to communicate through as many methods deemed
necessary and efficient.

Better inform new, existing, and prospective businesses of HEAL efforts

In order to engage private sector partners in HEAL efforts, Crewe must work to better inform
new, existing, and prospective businesses of the opportunities available and the advantages of
utilizing those resources. A healthier workforce means lower healthcare costs and a more
desirable work environment. Any marketing approach to attracting new and expanding existing
businesses should have information on the HEAL opportunities in the area.

Specifically, the Crewe area has several primary care physicians and dental offices. Nearby
Blackstone and Farmville both increase those numbers, and include optometrists and Regional
hospital. These resources, often not seen in some rural communities, should be highlighted in
marketing material. A health assessment of Crewe should be performed and compared
regionally. The Virginia Department of Health is an excellent resource for this endeavor.

Partner with faith-based and community organizations to reach community

Faith-based and community organizations are an excellent, often untapped resource for
community building. While outreach generally extends to traditional media and informal
person-to-person conversation, the value of these organizations cannot be overstated. FBCO'’s
are trusted, well-established groups within town seeking the same end result: a better
community. Through FBCO’s we can find enthusiastic volunteers, effective methods of
communication through church bulletins, and existing grassroots HEAL initiatives. By
partnering with the FBCO’s through the Town’s pastoral association, we can tap into these
resources and strengthen our efforts.

Establish regional outreach

Improving Crewe’s HEAL culture will undoubtedly help the community socially and
economically. But Crewe does not operate in a bubble. Regionalized efforts are critical to fully
realize the economic potential of a healthier lifestyle.

The first step for regional outreach efforts is to identify and establish contact with motivated
government and community leaders in the surrounding localities. By introducing them to the
HEAL efforts and explaining the benefits, they can institute their own internal initiatives.
Additionally, involving the Nottoway school system in regional efforts provides active volunteer
resources and targets the most vulnerable demographic: students.



Goal 2: Engage citizens and organizations

Create a volunteer database of individuals and faith based and community organizations who
want to participate in HEAL efforts

Citizen participation in any activity is critical to good government. Apathy and complacency in
the status quo is a warning sign of a failing community. To combat this, Town leadership must
take a proactive role in engaging volunteers.

Apathy should not be confused with busy schedules. Many residents work and raise families,
giving them little time to participate in community activities. Efforts to alter their routine are
frequently unsuccessful. While outreach to these individuals is important, efforts should not die
with their refusal. Instead, equal efforts should be made to reach more engageable
demographics. For example, Crewe has a significant number of elderly and retired but capable
residents. Additionally, those residents often command a deep respect from families and
neighbors. By engaging them in HEAL efforts and other activities, the town will have access to
a wealth of institutional knowledge and manpower.

To most efficiently contact and engage these individuals, initial efforts should be focused on
finding at least 3 enthusiastic volunteers to lead coordination. Additionally, AARP has an
initiative, createthegood.com, aimed at establishing community databases of local volunteers.

Expand partnerships with existing organizations to promote HEAL efforts

Several organizations already engage and educate citizens on HEAL initiatives. For example,
the Crewe-Burkeville Recreation Association does outstanding work organizing youth league
sports. Southside Youth Projects engage children and adolescents in emotionally healthy
activities. Virginia Cooperative Extension and the library’s Health Information and Advocacy
program both provide valuable information on living full, healthy lifestyles. By expanding these
and other partnerships, Crewe will bring to the table additional opportunity from organizations
with an already established audience, bringing legitimacy to the HEAL efforts.

Develop town-wide competitions that emphasize HEAL initiatives

Town-wide competitions are a fun way of engaging citizens in healthy lifestyles. Ideas for such
competitions include walking contests, themed walks (dog walks, for example), 30-day
challenges, and a dance-a-thon. It should be noted, however, that these challenges should be as
inclusive as possible in order to gain the most participation. For example, a “first to walk X
amount of time” works better for these efforts than a traditional race, as the latter can be daunting
and seen as unwinnable for some residents. Additionally, efforts should be made to partner with
various organizations outside of the traditional HEAL groups. The SPCA and local
veterinarians, for instance, would make great partners for a dog-themed walk.



Provide HEAL education opportunities for citizens

Culture is most efficiently changed through education. Healthy eating and active living are often
mistakenly seen as unaffordable or time-consuming. To many mistaken citizens, the cost of
available opportunities outweighs any potential benefit. Fortunately, many efforts already exist
to properly educate the community on the ease and convenience of healthy living, and additional
opportunities can be fun and engaging. For example, the Virginia Cooperative Extension
provides, among other things, healthy cooking and first-aid classes. Efforts should be made to
establish demographic-based activities as well: exercise and water aerobics classes for seniors,
for instance.

Additionally, a county-wide health fair would provide a good foundation for educating citizens.
Further outreach can be accomplished through social media, phone trees, and email lists.
Ultimately, gauging the interests of citizens, creative thinking, and program evaluation will
provide unlimited opportunities for engaging residents.

Goal 3: Increase opportunity for healthy eating

Address ordinances problematic to the HEAL initiative

Economic constraints and conservative vision have limited the healthy opportunities available to
citizens. Ordinances created independent of each other served a set purpose at the time of their
adoption, but may be outdated when holistically evaluating their necessity. Ordinances that
prohibit actions should only be created and enforced if they pose a significant risk to public
safety, economic development, or quality of life. Specifically, government should not limit the
ability of individuals to grow and supply their own healthy food. Regulations regarding honey
bees, chickens, and other food producers should be used sparingly. Prohibitions on the rights of
property owners on these and other potential issues should only occur in extreme circumstances;
cost of enforcement of regulations should never be a factor in prohibition considerations.

Work with local businesses to provide healthy eating opportunities

Businesses should be encouraged to provide healthy eating options. Currently fast food and fried
and buttery dishes dominate the town’s eateries. The establishment’s right to sell the products of
their choosing and the consumer’s right to decide what and of what quantity to eat
notwithstanding, those who choose healthier lifestyles have little variety. Through partnership
with the Chamber of Commerce, the Town should first determine any specific deficiencies in
available options and the demand for such products.

Additionally, buy fresh/buy local marketing not only helps small business, but also provides low-
cost, healthy alternatives to their preservative-filled counterparts of unknown origin. Businesses
should be incentivized to cater to these and other HEAL efforts. Likewise, those that currently
utilize healthy and local options should be recognized in town literature and other methods for
their efforts.



In terms of educating and informing citizens of healthy eating in town, local eateries should be
encouraged to establish healthy menus and post calorie content of existing items. For example,
stickers for locally produced or otherwise healthy options would make for an ideal addition to
any menu. Leadership should also connect small business with groups and organizations that
determine calorie content of menu items. This and other tools aimed at educating local small
business on healthy eating options can have a significant impact for both the producer and
consumer.

Gauge the interest or indoor farmer’s markets, community gardens, container gardens, and
other similar concepts

With the increased interest in sustainable living, farmer’s markets, community gardens, container
gardens, and other similar concepts are growing in popularity among communities. One or
multiple of these may be beneficial to Crewe, but work needs to be done to determine viability.
A workgroup of interested citizens should be formed to determine the pros and cons of each idea.
From there, an ideal central location with substantial citizen and business buy-in would be
required. If performed correctly, through proper education and forming a solid foundation, the
work and effort—while significant—can yield substantial results for the community.

Goal 4: Increase opportunity for active living

Improve infrastructure issues impeding active living

When evaluating opportunity for active living, Crewe must begin by evaluating infrastructural
impediments. It is no secret that many of the Town’s sidewalks are in poor condition. While
repairing them is a lengthy, expensive project, it is nevertheless important to an active quality of
life. A “nuclear option™ in this regard is to work with civil engineers and evaluate the necessity
of existing sidewalk. For example, a secondary road with a sidewalk on either side may only
need 1 for adequate foot traffic. Ultimately, a goal of the Town should be to establish a single
walking and biking route safely connecting the east and west sides of town.

Railroad Park is a key asset for active living. Many residents utilize the walking path and sport
facilities available. Unfortunately, crossing 460 can be dangerous. Leadership should evaluate
logistics of creating a crosswalk connecting the park with the rest of the Town.

Increase the availability and use of outdoor facilities

Among the benefits of living in a rural community is the access to outdoor space. In addition to
Railroad Park as mentioned above, Crewe has a variety of central locations for physical activity.
The library, for example, hosts an attractive, flat green area and playground that can be used for

recreation. This, and other similar facilities, should be promoted and more widely utilized.



Improvements can be made to existing facilities. For example, plans are underway for an
informational board to be added to Railroad Park. In addition to information on the park and
community events, a section will be dedicated to physical activities residents can perform in the
park. Signage and inexpensive equipment can be added around the walking path to encourage
additional exercises, like pushups and pull-ups.

Finally, Crewe should look at establishing basketball and tennis courts within town. Many
citizens enjoy both of these activities. By providing the opportunity for these public facilities,
Crewe will engage otherwise sedentary individuals.

Explore new recreational opportunities

While many organized recreational activities already exist, the possibility for additional
opportunity is endless. Interest in new youth sports should be gauged regularly. Current adult
leagues can be regionalized, creating more active county-wide leagues. Seniors can also join the
activity through senior leagues. Ultimately, such evaluation and organization will need to be
housed under a new or existing entity. Crewe may want to work with the Crewe-Burkeville
Recreation Association to expand their mission, creating the Crewe-Burkeville Recreation
Association or assist in establishing a separate similar organization.

Goal 5: Provide healthy eating and active living opportunities to our growing local
workforce

Seek partnerships with local businesses, state agencies

Local businesses like Southside Electric Cooperative and Norfolk-Southern, and state agencies—
namely Nottoway Correctional Center, Piedmont Geriatric, and the Virginia Center for
Behavioral Rehabilitation—provide employment for a significant number of Crewe citizens.

The Town should work with these entities in establishing partnerships for achieving HEAL
goals. Additionally, local government employers—specifically the town and school system—
provide invaluable resources.

Partner with F1. Pickett to provide HEAL opportunities to military members and their families

In addition to the other state assets, nearby Ft. Pickett brings many temporary and permanent
residents to the Crewe area. It is the responsibility of the Town to provide the most ideal living
conditions for the men and women of our military and their families. By partnering with
leadership at Ft. Pickett to discuss ways to increase the quality of life for their personnel, the
Town will not only be assisting this critical asset, but also making Crewe a more welcoming and
desirable place to live.
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Next Steps

As evidenced by this report, the Town of Crewe has much work to do in improving the healthy
eating and active living opportunities available to citizens. The first step in accomplishing these
and future goals is to establish a permanent committee for implementing these goals. Such a
group would be charged with overseeing all HEAL efforts in town, organizing outreach and
events, and bringing stakeholders together in strategic partnerships. The committee would also
recommend ordinance changes that fulfill the HEAL mission.

As mentioned earlier, regionalization is a key component to improving Crewe’s HEAL culture
and will undoubtedly help the community socially and economically. Every effort should be
made to reach out to neighboring communities to encourage establishment of their own, and
ultimately a regional, HEAL effort.
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Appendix 1
Goal 1: Strengthen Town/Community/Citizen communication on HEAL efforts

Objective 1: Better inform citizens of available opportunities

Strategies:
e Utilize Town website, YouTube page, and social media to promote
HEAL-related events (short term, no cost)
o Establish a central repository for information
o Develop an online Town calendar for the Town website
o Develop a HEAL Facebook page to link to website and Town
Facebook
e Organize a Town email list (short term, no cost)
e Utilize traditional communications (short term, cost)
o Direct mail
o Space on water bill
o Town bulletin board
e Establish a resource repository (short term, no cost)

Objective 2: Better inform new, existing, and prospective businesses of HEAL efforts

Strategies:
e Include healthy eating/active living in marketing approaches (long term,
cost)

e Highlight number of doctors and healthcare facilities in the region (short
term, no cost)

o Southside Hospital performed a regional assessment—may be
valuable resource

o Reach out to VDH for information

o Compare information regionally

Objective 3: Partner with local media

Strategies
e Radio (short term, cost)
e Newspaper (short term, cost)
e  Church bulletins (short term, no cost)
e Schools (long term, no cost)

Objective 4: Partner with faith-based and community organizations to reach community

Strategies:
e Gather information from FBCO’s on HEAL projects, initiatives, and
events (short term, no cost)
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o Establish a central repository for information
o Appoint at least 3 enthusiastic volunteers to manage information
o Partner with the pastoral association

Objective 5: Establish regional outreach
Strategies:
e Identify and contact government leaders and interested and engaged
residents from surrounding localities (long term, no cost)
e Involve school system (long term, no cost)

Goal 2: Engage citizens and organizations

Objective 1: Create a volunteer database of individuals and faith based and community
organizations who want to participate in HEAL efforts

Strategies:
e Appoint at least 3 enthusiastic volunteers to manage information (long
term, no cost
e Explore AARP’s createthegood.com program as a possible starting
point (long term, no cost)
o Include different kinds of interests and special requirements
(age, education, etc)

Objective 2: Expand partnerships with FBCO’s and other organizations to promote
HEAL efforts

Strategies:

e Partner with Rec Association to gauge interest in new youth and adult
league sports (long term, no cost)

e Promote the efforts of the VA Cooperative Extension (short term, no
cost)

e Promote the efforts of the Library’s Health Information and Advocacy
(funded by Tobacco Commission and run by Massey Cancer Center)
(short term, no cost)

Objective 3: Develop town-wide competitions that emphasize HEAL initiatives

Strategies:
e First to walk X time
e Team efforts
e Themed walks
o Dog walk (partner with SPCA and veterinarians)
e 30-day challenges
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e Dance-a-thon
Objective 4: Provide HEAL education opportunities for citizens

Strategies:
e Partner with VA Cooperative Extension (short term, no cost)
o Healthy cooking classes
o First-aid classes
e Demographic-based classes (long term, cost)
o Exercise classes for seniors
o Water aerobics
County-wide health fair (long term, cost)
Utilize social media and other outreach tools (short term, no cost)
o Phone tree and email list
e Each class should end with an evaluation form to gauge the interests of
future classes (short term, no cost)

Goal 3: Increase opportunity for healthy eating

Objective 1: Address ordinances problematic to the HEAL initiative

Strategies:
e Form new and alter old policy
o Revise the chicken ordinance
o Look into bee keeping ordinances

Objective 2: Work with local businesses to provide healthy eating opportunities

Strategies:
e Partner with Chamber of Commerce to explore opportunities (short
term, no cost)
o Identify healthy needs and wants of citizens not already
provided
e Buy fresh, buy local marketing (long term, cost)
o Explore grant opportunities
Provide incentives for businesses that cater to HEAL (long term, cost)
Reward businesses currently providing healthy options (long term,
cost
o Highlight businesses in Town literature
e  Work with local businesses to establish healthy menus and post calorie
content (long term, cost)
o Menu sticker for locally produced items
o Menu sticker for healthy options
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o Look into groups that determine calorie content

e Educate eateries on fresh, local produce and healthy options (long

term, no cost)

Objective 3: Gauge the interest or indoor farmer’s markets, community gardens,
container gardens, and other similar concepts (long term, cost)
Strategies:

e Determine pros and cons of each

e (Create a focus group of interested individuals
e  Work with local property owners to find an ideal central location
o An ideal location includes visibility from the highway
Research grant funding for related industry
Promote as a small business incubator as well
e Gain buy-in from existing businesses

Goal 4: Increase opportunity for active living

Objective 1: Improve infrastructure issues impeding active living

Strategies:

e Repair sidewalks (long term, cost)
o  Work with civil engineers to evaluate the amount of sidewalk
and possibly eliminate unnecessary (e.g. one side of the road
instead of 2)
o Work with VDOT to improve VDOT-maintained sidewalks
¢ Create a single walking/biking route attaching the east and west sides
of town (long term, cost)
e Keep park open after dark—increase lighting (long term, cost)
e Create a crosswalk across 460 to connect the park to the town (long

term, cost)

Objective 2: Increase the availability of outdoor facilities

Strategies:

]
°
]

Gauge the interest in new youth sports (long term, no cost)

Build a caged basketball court for resident use (long term, cost)

Increase recreational activity at the library (long term, no cost)

Add signage and equipment for additional exercise at the park (long term,

cost)

Objective 3: Identify and inform of current recreational opportunities available

Strategies:

16



Regionalize adult league efforts, creating county-wide leagues (long term,
cost

Create senior leagues (long term, cost)

Work with CBYRA to expand mission, creating CBRA (long term, no
cost)

17



Appendix IT

SWOT Analysis Results

Strengths/Opportunities

o Healthy Eating

@]

o]
@]
@]
O
()

Al Produce

Library system

Yoder’s market

Garden club

Educational resources through Virginia Cooperative Extension
Food pantries

e Active Living

o]

OO0 00000 O0CO0C o0

Hagberg Park

Shag club

Community Center

Golf course

Virginia Crossroads conerts
Railroad museum

Library system

Garden club

Youth rec association
Educational resources through Virginia Cooperative Extension
Local gym

e Healthcare
o Number of doctors/health professionals

O

e Other
o

o 0 0O 0O O

Centra Southside Community Hospital

DOC labor

WSVS

Hispanic community
Electric Coop

Faith communities
Tobacco footprint

Weaknesses/Threats

o Healthy Eating
o No central grocery store

o
O

Culture (fried foods, unhealthy lifestyles)
Passive, hesitant residents
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o Lack of “healthy” eatery options

Active Living
o Culture (fried foods, unhealthy lifestyles)
o No adult programs with rec association
o Passive, hesitant residents

Healthcare
o Percent of residents with medical insurance

Other
o Lack of communication between town and citizens
Education level of citizens
Lack of transportation
Lack of industry and business
Water quality

c 0O Qo o

Initial Concepts

® ®© ¢ © o © ©& o

Need to budget funds for HEAL effort
Community gardens

Maps with healthy locales

Buy fresh, buy local marketing

Highlight businesses that use local produce
Partner with Norfolk-Southern

Involve military families in town

Issues with HEAL in school system
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Appendix IIT

Stakeholders
e Residents
o Current: Many are older, grounded by strong community ties and lineage; some
families. Significant military presence.
o Future: Younger, families; drawn in by healthy small-town environment that is
easily accessible to other areas
e Employees
o Current: some local, many at Piedmont, Nottoway CC, and Ft. Pickett; few travel
to Richmond and other areas; small business; school system; railroad; Southside
Electric
o Future: Local business and healthy industry—including agribusiness—Ft. Pickett,
FASTC facility, state assets
e Business Owners
o Current: Long-established businesses, well-known members of the community
o Future: Maintain the “well-known” aspect of business owners, increased focus on
tourism and agriculture
e Faith-Based and Community Organizations/non-profits
o Current: Decreasing in numbers, strong community ties and active involvement;
decreasing volunteerism
o Future: Continued involvement, growth in numbers
e Visitors
o Current: Mostly travelers along 460
o Future: Tourists for railroad and music history; include 360 travelers; take
advantage of the local Civil War sites
e Region
o Current: Economically depressed, heavily dependent on state resources
o Future: Sustained through tourism and business
e Commonwealth
o Area state resources include Nottoway Correctional Center, VCBR, Piedmont
Geriatric, Ft. Pickett, and the Virginia Tech research center, Virginia Cooperative
Extension
o The local school system provides opportunity for collaboration

20



LUNENBURG-STEPS

NEEDS
ASSESSMENT
REPORBT

Commonwealth Regional Council




TABLE OF CONTENTS:

Page
BHIEd Ol DUPEIREIE ittt it ama s o 3
MIGHAPETNETIE TR, amaswwssaimensisssmemsns e v s s s s By S S S A S R RS -
I EoeRlUBIION. e mmm comnsonnsinsmon e sl e B A A R B S 5
R R A DS TINS5 ARl e o s s A i el 5
Survey Method ... 5
Lutisnburg Covirty Pesidents Butvey Anslyis . ....onvvivsimnasmrssrsussmssissrsess b v
S1EFS Employes Suevey MBS o msm s mmsesmamemib s sisms i s s i s s s v 10
Repiorinl Bney AMBIIE v v mie et i R S A A SRR ST et s aesn s 12
T T T M o R S D S N T i i 13
1Sy RO 14
Exhibits

Exhibit 1 (Lunenburg County Residents Survey Form)
Exhibit 2 (Survey of Potential Beneficiaries Survey Form)
Exhibit 3 (Lunenburg County and Region Survey Form)

Exhibit 4 (Survey Cover Letter)




Board of Supervisors
District 1: Plymouth - T. Wayne Hoover, Chairman
District 2: Brown's Store - David E. Wingold, Sr.
District 3: Beaver Creek - Dr. Frank W. Bacon
District 4: Rehoboth - Charles R. Slayton
District 5: Love's Mill - Edward W. Pennington, Vice Chairman
District 6: Hound's Creek - Alvester L. Edmonds

District 7: Meherrin River - Robert G. Zava




MANAGEMENT TEAM ROSTER

NAME AFFILIATION FUNCTION

Tracy Gee Lunenburg Co. County Oversees Entire Project & Signs Key Documents
Administrator |

Beverly Hawthorne Lunenburg Co. Director of | Manages Project & Assoc. Documents
Economic Dev.

James Tuck Lunenburg Co. Building Review Project Plans & Specs
Official

Charles Berkley Lunenburg Co. Schools Assist with Statistics & Data info

Delphia Ewen Citizen/Sparkplug Community Info

Carol Watson Mayor, Victoria Community Info

Donnie Neblett Town Manager, Kenbridge | Informational

Sharon Harrup CEO, STEPS Oversees Design & Construction

Nancy Conner STEPS Facility/Space Allocation Rep.

Ryan Follett STEPS LMI/Survey/Data &Statistic Rep.

Tess Bacon STEPS Board/Local Provide legal advice on matters regarding the project
Attorney

Dennis Smith

Southside Virginia
Community College

Assist with Statistics & Data info

Larry Hasson Jr./ Project Engineer Prepare PER, Cost Estimates for Project
Dodie Hudson

Stan Ragland & Virginia Employment Assist with Statistics & Data info
Talmadge Harris Commission

Louise Brierre DHCD Community Representative

André Gilliam CRC Grant Administrator




A.INTRODUCTION

On October 5, 2010, Lunenburg County requested that the Department of Housing and
Community Development (DHCD) consider the Southside Training, Employment and Placement
Services (STEPS) Manufacturing Facility for a Planning Grant and a future Community
Improvement Grant (CIG). STEPS mission is to provide employment opportunities and related
services to individuals with diverse abilities in the community. Currently their sewing operation
is housed in a 16,500sf 1960’s vintage building located in the Town of Victoria, Lunenburg,
Virginia. The facility serves a 120 person workforce that is presently making 100,000 military
shirts per year. STEPS has been offered additional contracts but had to turn them down due to
the lack of space for additional workers and equipment. Recently STEPS had approximately 150
applicants and referrals that were waiting for an opening. Management finds it frustrating to
miss opportunities for additional work, because more diverse ability workers could be employed.
Since the existing facility cannot accommodate any growth, STEPS is conducting a Preliminary
Architect and Engineering Report to study some options. Any option that improves on the

existing facility will be beneficial to the operation. Once completed, STEPS feels it can create a
job for 30 to 45 diverse ability workers immediately.

B. PURPOSE

This Needs Assessment Report is designed to obtain a sample of the needs in Lunenburg County,
the Victoria STEPS Manufacturing Facility, and the potential workers from the surrounding
counties. These needs include housing, utilities, transportation and other items that the citizens
determine are important concerns. This assessment will help Lunenburg County officials target
key areas to focus on when using limited resources. It will also serve as a tool for obtaining
financial assistance when applying for Community Development Block Grants (CDBG). In
addition, this assessment will identify the need for STEPS Inc. and their potential for hiring more
employees. Management has been desperately seeking ways to expand their production space so
they can hire more diverse workers, and obtain more contracts. Not only will this assessment
assist Lunenburg County when setting priorities and planning activities, it can help get support
from state and federal government programs. This needs assessment is important to the
Department of Housing and Community Development (DHCD), because it may reveal serious
issues in the County or STEPS that they can assist with through one of their programs.

C. ACKNOWLEGEMENT

The Commonwealth Regional Council (CRC) would like to commend the Lunenburg County
Board of Supervisors, Lunenburg County Administration, Lunenburg County Public Schools,
Southside Training Employment and Placement Services (STEPS), Virginia Employment
Commission (VEC), Southside Virginia Community College (SVCC), Lunenburg-STEPS
Management Team, and the Lunenburg Community for their assistance in the development of

this report. Their involvement was invaluable in obtaining information for this assessment. On
behalf of this project, the CRC thanks all for their efforts.

D. SURVEY METHOD

This methodology is divided into three sections. The first addresses the Lunenburg County
citizen needs, the second identifies the current needs at STEPS Inc., and the third views the
regional significance of a facility like STEPS. The Management Team modified a sample model
survey form provided by the Department of Housing and Community Development (DHCD) to
suit the Needs Assessment.
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I. Once created, approximately 700 of the “Lunenburg County Resident Surveys” (See Exhibit
1) were distributed to the citizens via the Lunenburg County Elementary Schools. The County
advertised in The Kenbridge-Victoria Dispatch for parents to look for surveys from the school
children during the process. The Lunenburg County Public School allowed 700 surveys to be
distributed through the two elementary schools. The elementary students carried a copy of the
Lunenburg County Residents Survey home with a cover letter for their parents. The cover letter
(See Exhibit 4) instructed the parents on how to return the survey forms. The surveys were
collected at the PTA meeting by Management Team Representatives on October 24, 2011; they
were also provided the county’s address for mailing or dropping off the completed survey forms.
All surveys distributed by the school were to be returned by October 28, 2011. An extra
incentive for returning the surveys was implemented with these surveys. Three (3) $25 gift
certificates were given in a random drawing of the returned surveys. Of the 700 surveys given to
the elementary school children, 190 were returned and tallied by the SVCC Business
Department.

IL. STEPS Inc. conducted the “Survey of Potential Beneficiaries” (See Exhibit 2) between
October and November 2011. The STEPS’ staff gave the employees the survey to take home
and fill out. Some employees filled out the form with the assistance of STEPS staff due to the
need for clarification. Approximately 120 surveys were made available to the employees and 91
of those were completed and returned for tallying by the staff of STEPS.

III. The Virginia Employment Commission (VEC) assisted with the “Lunenburg County and
Regional Survey” (See Exhibit 3). This survey was designed to get the interest of individuals
desiring a facility like STEPS in the region, as well as a place to potentially work. VEC
employees presented the survey to citizens at the Farmville and South Hill offices between
October and November 2011. Citizens were told that the surveys were to be filled out on a
volunteer basis and it had no impact on their visitation that day. A total of 46 surveys were
tallied by the VEC, 27 at the Farmville location and 19 at the South Hill location.

Once the three Surveys were tallied, the tally sheets were given to the Commonwealth Regional
Council (CRC) Staff for evaluation and included in this Needs Assessment Report. Original
Surveys are being kept by Lunenburg County (Lunenburg County Residents Survey & Survey of
Potential Beneficiaries) and the VEC (Lunenburg County and Regional Survey).

E. DATA COLLECTION
The Lunenburg-STEPs Management Team used three survey instruments (see Exhibits 1-3) to
collect data for this Needs Assessment Report. The Lunenburg-STEPS Management Team
collected data using a combination of the following methods:
1. Distributed surveys to County Residents via Lunenburg County Elementary Schools.
2. Distributed surveys to the workers at STEPS.
3. Distributed surveys to potential workers from surrounding counties via the VEC.
4. Solicited comments from members of the public, through public meetings, employment
office, notices in local newspapers, Team meetings, etc.
5. Acquired demographic data and other information on the citizens of Lunenburg County
from the US Census Bureau, the Workforce Investment Board, the Department of
Rehabilitative Services, and the Virginia Employment Commission.




Southside Virginia Community College (SVCC) business students tallied the Lunenburg County
Residents Surveys, STEPS staff tallied the Survey of Potential Beneficiaries, and the Virginia
Employment Commission (VEC) staff tallied the Lunenburg County and Regional Surveys.

F. ANALYSIS OF THE SURVEYS

An analysis of the survey results regarding the three instruments used in the Needs Assessment
process is prepared for a detailed evaluation. The process began with the Lunenburg County
Residents Survey (See Exhibit 1) followed by the Survey of Potential Beneficiaries (See Exhibit
2) and ending with the Lunenburg County and Regional Survey (See Exhibit 3).

I. Lunenburg County Residents Survey (Lunenburg Community)

According to the 2010 census the population of Lunenburg County is 12,914 people. There are
7,730 (59.8%) White Americans; there are 4,451(34.5%) African Americans; and there are
733(5.7%) other Races in the County. Regarding ethnicity, of the total population 470 (3.6%)
are consider Hispanic or Latino. The 2010 census shows a close relationship to the Lunenburg
County Community Survey regarding household makeup by race. There were 65% White
American households, 32% Black/African American households, and 3% other race households
that answered this survey. From the middle of October to the end of November 2011, Lunenburg
County conducted a sample survey (See Exhibit 1) of its citizens. One Hundred Ninety (190)
survey forms were returned for processing, and the tallied results help make up an essential part
of this Needs Assessment Report.

Low-to-Moderate Income (LMI) Determination

Total annual household income is defined as income all household members over age 17
received from all sources, such as wages, salaries, interest income, investment income, social
security, public assistance, or other sources. This survey resulted in 101 households being LMI,
and 89 households being Non-LMI.

2011 LMI Income Limits
Lunenburg County Annual
Income

1 person household $29,050
2 person household $33,200
3 person household $37.350
4 person household $41,500
5 person household $44.850
6 person household $48,150
7 person household $51,500
8 person household $54.,800

DHCD has Lunenburg County listed as a distressed locality therefore qualifying them for CDBG assistance at 51%
LMI. Base on the survey results the County citizens’ LMI rate is 53%, thereby giving them a slightly higher
qualifying score.




Of the 190 households surveyed 52% owned their home, and 48% were renting.

e Count Percent
98 52% ]

-

Own

e Count Percent |
92 48% .
o

The citizens of Lunenburg reported the status of their water, sewer, streets, drainage, and
transportation which are listed below:

Reported no Problem Reported a Problem
» Water problems 163 households 15 households
» Sewer problems 173 households 3 households
» Street problems 156 households 19 households
» Drainage problems 165 households 11 households
» Transportation problems 159 households 13 households

Although there were a few problems noted, a fair amount of comments were received describing
some essential issues that the citizens did experience. Of the comments received, the four (4)
households reported not having a house equipped with a commode, sink and tub/shower
was the most crucial.

Consequently, there are several households interested in having their house provided with water
(11), sewer/septic (9), and bathroom (7), if not already available:

Water Sewer/Septic Bathroom

Yes 9 Yes 7

No




S

Some statics on the general makeup of the number of households surveyed can be seen
below:

List the number of households with elderly (62 or older) persons residing in them. 1 2

List the number of households with someone that has a physical disability living in it.

List the number of female-headed households surveyed.

Of the families surveyed 1 72 reported having children under the age of 17 living in the

household.

When asked if the household would participate in a rehab program if loan funds were made

available, 8 1 said they would.

Residents Survey Summary

Several issues were noted in the Lunenburg County Community Surveying efforts, however, the
need for indoor plumbing in some homes appear to be the most critical. The citizens of
Lunenburg appear to have very few problems with their water, sewer, streets, drainage, and
transportation. The Department of Housing and Community Development (DHCD) has
programs that Lunenburg County can apply for to assist them with household issues. DHCD’s
Indoor Plumbing Rehabilitation (IPR) program may be a good solution to those household
requiring bathrooms or indoor plumbing. With 48 percent renting their dwellings, many could
qualify for the home ownership program, if a Community Development Block Grant (CDBG)
were pursued.




IL. Survey of Potential Beneficiaries (STEPS Survey Results)
Of the 120 employees working at STEPS, 91 responded to the survey (See Exhibit 2) provided

during the October to November, 2011 time frame. The following is a breakdown of responses
to the questions on the survey.

Low-and-Moderate Income Determination

Based on the completed surveys, a total of 63 employees, or 69 percent, live in low-to-moderate
(LMI) income households. The remaining 28 employees, or 31 percent was designated Non-
LMI because 19 had exceeded the income requirements and 9 did not fill out that part of the
survey.

Assessment of Facility Needs
With regard to facility needs, 81 employees responded yes to the need for improvements. Nine
(9) employees answered no to the need for improvements. One (1) employee did not reply.

Regarding satisfaction with the bathroom facilities, 75 employees were not satisfied with the
bathroom conditions. Thirteen (13) employees are satisfied. Three (3) employees had no reply.
In order of frequency the following causes for dissatisfaction with the bathrooms were noted:

e Employee did not like the cleanliness of the bathroom 7 comments
e Employee complained that the bathrooms are too small 6 comments
e Employee reported the need for additional stalls (ADA) 2 comments
e Employee reported the need for more toilet paper 2 comments
e Employee expressed the need for more soap 1 comment

Concerning the need for additional manufacturing capacity, 73 employees responded yes to the
need for additional capacity. Eleven (11) employees answered no to the need for additional
capacity. Seven (7) employees had no reply.

Regarding satisfaction with the lunchroom facilities, 55 employees were not satisfied, 33 were
satisfied, and 3 did not reply.

e Employee stated that the lunchroom was unsightly/unclean 3 comments

The comfort of the heating and cooling system/HVAC, 55 were comfortable, 31 were
uncomfortable, and 5 did not reply.
e Employee said AC too cool in winter and too warm in summer 1 comment

Employees able to get staffs’ attention easily, 55 employees responded yes, 30 employees said
no, and 6 did not reply.

Physical working conditions at the facility, 50 employees replied that the conditions were not
good, 37 employees said they were good, and 4 employees did not reply.

When asked if they had enough space to do your job, 47 employees said it is not enough space,
39 employees are ok with the space, 6 did not reply.

* Employee stated a need for additional working space 1 comment




STEPS provides a safe working environment, 44 employees reported no, 40 employees
responded yes, and 8 did not reply.

e Employee express a desire to repair the unsafe floor conditions 9 comments

Employee’s additional information or comments from the survey that have not already been
listed are show below in order of frequency:

e Employee would like the pot holes in the parking lot repaired 3 comments
e Employee reported that the ceiling leaks 2 comments
e Employee reported a need for new machines 1 comment
e Employee reported a need for new buses 1 comment
e Employee reported a need for some new brooms 1 comment
e Employee reported that the facility was too dusty 1 comment
e Employee reported a need for new machines 1 comment
¢ Employee reported a need for a 40 minute lunch break 1 comment
* Employee reported a need for more pay 1 comment
STEPS Survey Summary

To capture the core needs of the STEPS survey, the top three concerns are listed based on the
number of responses received. The survey suggests that the primary concern of the employees is
the need for improvement to the STEPS Manufacturing Facility. This was noted by the eighty-
one (81) responses, which is 89 percent of the surveys received. Dissatisfaction with the
bathroom facilities received seventy-five (75) responses, 83 percent indicating that they were
dissatisfied and there were eighteen additional written comments on the conditions (too small,
not enough stalls, ADA needs, etc.). A need for additional manufacturing capacity also received
seventy-three (73) responses, 80 percent from the employee surveys.

Although flooring issues were not listed on the survey form as one of the questions, it received
the most comments in the write-in section. Based on the number of written comments about the
unsafe floors, this should be addressed with the primary concerns noted above.

Other items identified on the surveys but did not have significant margin of responses is as
follows:
e The lunchroom is unsatisfactory to 60 percent of the respondents. Three (3) of
the respondents stated that the lunchroom was unclean/unsightly
e The physical working conditions were cited as not good for 55 percent of the
respondents
There is not enough space to do the job according to 52 percent of the respondents
The facility is an unsafe working environment for 48 percent of the respondents
The heating and cooling system/HVAC was uncomfortable to 34 percent of the
respondents

e Getting the staff attention easily, if needed, is not doable for 33 percent of the
respondents

All these responses may be alleviated with the construction of an addition or a new facility.




II1. Regional Survey Results

Low-and-Moderate Income Determination

The Regional Survey (See Exhibit 3) for citizens seeking employment was conducted with the
assistance of the Virginia Employment Commission (VEC). This survey revealed that 37 of the
46 persons responding are living in low-to-moderate (LMI) income households. Based on the
completed surveys of Lunenburg and surrounding counties, 80 percent of those households could
qualify for assistance in Community Development Block Grant Programs.

Most of the respondents to the regional surveys were from Mecklenburg (14) and the remaining
counties are as follows: Prince Edward (9); Lunenburg (7); Brunswick (4); Charlotte (3);
Cumberland (3); Amelia (2); Nottoway (2); Buckingham (1); and Other (1).

Of the 46 respondents the following survey results are reported in percentages and ranked
accordingly:
% 96 percent said that there is a need for additional manufacturing jobs
% 96 percent feel that this region needs additional employment for citizens with diverse
abilities
+¢ 89 percent of the respondents are currently seeking employment

°,

% 80 percent are willing to travel to Lunenburg to work

R/

%+ 63 percent have work experience in manufacturing

Regional Survey Summary

This Regional Survey indicates that the surrounding counties have workers that would support a
manufacturing facility like STEPS, and they are willing to travel and work there as well, The
respondents recognize that an organization which employs individuals with diverse abilities was
needed in the region. Given that the majority of the citizens surveyed come from low-to-
moderate income households in the region, and are actively seeking employment, makes them
prime candidates for a STEPS expansion project. In addition, the unemployment rate for this
region has been 9 percent or higher over the past year creating a larger labor pool. As of
September 30, 2011, the Virginia Employment Commission’s Unemployment rate for
Lunenburg and its neighboring counties averaged 9.4 percent. Lunenburg (8.8%) and the
remaining counties rates are as follows: Brunswick (10.6%); Charlotte (9.5%); Mecklenburg
(10.0%); Nottoway (7.9%); and Prince Edward (9.4%). An expansion or a new facility could
lead to more positions at STEPS and a reduction in unemployment in the region.




Conclusions

This Needs Assessment Report shows that Lunenburg County has some general needs with
regard to utilities and housing but nothing too critical or on a large scale. Based on the surveys,
a few houses could use some direct assistance. DHCD’s Indoor Plumbing & Rehabilitation
Program (IPR) could be utilized to address these housing concerns.

Clearly the STEPS Survey process shows a need for a new or improved facility. According to
Management, the facility is bursting at the seams and a major transformation is needed to make
the building suitable for additional manufacturing. STEPS has turned down military and
commercial contracts due to the lack of space. Currently at 120 employees, STEPS will need to
hire approximately 70 more workers to satisfy these new contracts. Getting the manpower is not
a problem because recently STEPS had 96 applications from citizens without disabilities and 60
individuals with disabilities on file in need of job training and employment. Structurally the
capacity of the facility would require an addition to provide more space for manufacturing and to
house a larger bathroom and lunchroom. Given the magnitude of renovating or building an
addition, some consideration should be given to building a new facility or purchasing a larger
one. Doing so would likely eliminate all the concerns the employees expressed in their surveys.

A huge demand for the services that STEPS provide comes from the Department of
Rehabilitative Services. They refer nearly 100 workers to STEPS on an annual basis for training
and employment. Another agency that has an ongoing relationship with STEPS is the Workforce
Investment Board. They made 121 referrals last year, and a good portion of those referrals went
to the STEPS facility in Victoria. Currently, STEPS has a pool of applicants waiting for a
position to become available. Getting personnel to fill an opening is not a problem for STEPS
especially with the ongoing relationship with three key agencies (Workforce Investment Board,
Department of Rehabilitative Services and the Virginia Employment Commission).

STEPS, as a sheltered workshop, has a well trained workforce with ample applications on hand
to run another shift. However, STEPS, with its diverse ability workforce, requires special
support needs such as transportation and personal assistance. STEPS has a fleet of buses that
transport workers to and from work on a daily basis. The duration of the current bus routes is
three hours prior to and after the work shift. Workers with disabilities require additional
supervisors on the production floor, work aids/jigs, job carving/sharing, and some need reduced
work hours. These needs have a direct impact on STEPS daily operations, therefore the ability to
run a second or third shift is severely hampered. Consequently, the need for a larger facility is
even more evident so STEPS can better utilize the resources and manpower at hand.

Lunenburg-STEPS is an unique manufacturing facility, and gaining some additional space is
essential to its workforce and the region. Additional space will benefit all workers with and
without disabilities while tremendously improving the overall operations. As a result of this
assessment, Lunenburg County and STEPS should apply for funding from the Department of
Housing and Community Development to help achieve a larger facility.
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EXHIBIT 1
Lunenburg County Residents

The purpose of this survey is to gather information on the Lunenburg Community for a possible
Community Development Block Grant (CDBG). Your participation is needed for a successful
survey process. All information will be kept in confidence and used for Community
Development Grant Applications only. For additional information or questions please contact
the Lunenburg County Administration Office at (434) 696-2142.

Date Survey Completed:

Name:

Address (No Post Office Boxes):

Zip

Ethnicity: Hispanic or Latino? Yes No

Race: White Black/African American Other

Do you: own home or rent

Total annual household income is defined as income all household members over age 17
received from all sources, such as wages, salaries, interest income, investment income,
social security, public assistance, or other sources. Find the statement which corresponds
to your household size and check whether your income is above or below the threshold
income on that line.

There is one (1) person in my household including myself, my income is:
Above $29,050 per year  Below

There are two (2) persons in my household including myself, our income is:
Above $33,200 per year Below

There are three (3) persons in my household including myself, our income is:
Above $37,350 per year Below

There are four (4) persons in my household including myself, our income is:
Above $41,500 per year Below

There are five (5) persons in my household including myself, our income is:
Above $44,850 per year Below

There are six (6) persons in my household including myself, our income is:
Above $48,150 per year Below

There are seven (7) persons in my household including myself, our income is:
Above $51,500 per year _ Below

There are eight (8) persons in my household including myself, our income is:
Above $54,800 per year Below




10.
11.
12,
LS.

Are you experiencing problems in the following areas:

WATER Yes[ ] No[ ]
Please describe any problems

SEWER Yes[ ] No[]
Please describe any problems

STREETS Yes[ ] No[ ]

Please describe the problem

DRAINAGE Yes[ | No[ ] :

Please describe the problem

TRANSPORTATION Yes[ ] No[ ]

Please describe the problem

Is your house equipped with a bathroom with commode, sink, and tub/shower?
Yes[ ] No[]

I'am interested in having my house provided with the following, if not already available:

Water Yes[ ] No[]
Sewer/Septic System Yes[ ] No[]
Bathroom Yes[] No[ ]

Are there any elderly (62 years or older) persons residing here? Yes[ | No[ |
Are there any persons living here that are disabled? Yes[ ] No[ |

Is this a female-headed household? Yes[ ] No[]

How many children under 17 years old reside in the household? 3

Would you participate in a housing rehab program if loan funds were made available?
Yes[] No[]



EXHIBIT 2

Survey of Potential Beneficiaries
Survey Code:

Date of Survey:

The purpose of this survey is to determine the level of need for improvements or an expansion to the
STEPS Manufacturing Facility in Lunenburg County and the Region. This information is being
requested to identify current working conditions. All information will be kept in confidence and used
for Grant programs only. For additional information or questions please contact the Lunenburg County
Administration Office at (434) 696-2142.

[.  Iam currently a resident of the following County:

O Lunenburg
O Brunswick
O Charlotte
O Mecklenburg
O Nottoway
O Prince Edward
O Other

[I. How many people live in your household?

O 1
O 2
Q3
O 4
D 5
O 6
O 7
O 8
O 9 or more

III. Please give us your annual household income (From all members 18 years of age and older), or your
best estimate.

$0 - 29,050
$29,051 - $33,200
$33,201 - $37,350
$37,351 - $41,500
$41,501 - $44.850
$44,851 - $48,150
$48,151 - $51,500
$51,501 - $54,800

OO0 Q0000




Survey of Potential Beneficiaries

Survey Code:

1. Is there a need for improvements at the STEPS Manufacturing Facility in
Lunenburg County?

2. Are the physical working conditions at the facility good?

3. Do you have enough space to do your job?

4. Is there a need for additional manufacturing capacity at STEPS?

5. If needed, are employees able to get staff’s attention easily?

6. Are you satisfied with the bathroom facilities provided by STEPS?

7. Are you satisfied with the break-room/lunchroom provided by STEPS?
8. Isthe STEPS heating and cooling system comfortable?

9. Does the current facility provide a safe working environment?

Yes
Yes[ ]
Yes[ ]
Yes[ ]
Yes[ |
Yes[]
Yes[ ]
Yes[]
Yes[ |
Yes[ ]

No
No[_]
No[]
No[_]
No[_]
No[ ]
No[]
No[_]
No[ ]
No[ ]

N/A

O 0000000

[

10. If you have any additional information or comments that you feel will be of assistance to this survey,

please write them in the space below:

Thank you for completing this survey. All information will be kept in confidence and used for

Community Development Grant Applications only.




EXHIBIT 3

Lunenburg County and Regional Survey Survey Code:

Date of Survey:

The purpose of this survey is to determine the level of need for a STEPS Manufacturing Facility in
Lunenburg County and the Region. This information is being requested to identify persons in the region
that want to work at STEPS. All information will be kept in confidence and used for Grant programs
only. For additional information or questions please contact the Lunenburg County Administration

Office at (434) 696-2142.

I. Tam currently a resident of the following County:

Lunenburg
Brunswick
Charlotte
Mecklenburg
Nottoway
Prince Edward
Other

O0OO0O0O0OO0OO0

II.  How many people live in your household?

N —

OO0OO0OO0OO0OODO0OOO
O 00 0 v b bW

Oor more

ITI. Please give us your annual household income, or your best estimate. (From all members 18 years of
age and older)
$0 - $29,050
$29,051 - $33,200
$33,201 - $37,350
$37,351 - $41,500
$41,501 - $44,850
$44,851 - $48,150
$48,151 - $51,500
$51,501 - $54,800

C0CO000DO



Lunenburg County and Regional Survey Survey Code:

Yes

1. Are you currently seeking employment? Yes[ ]
2. Do you feel there is a need for additional manufacturing jobs in this region?  Yes[ ]
3. If a job was available, could/would you travel to Lunenburg County to work? Yes[ ]
4. STEPS’ mission is: “To provide employment opportunities and related

services to individuals with diverse abilities in our communities”. Do you

feel this region is in need of additional employment-related services for

citizens with diverse abilities? Yes[ ]

5. Do you have work experience in manufacturing? Yes[]

No
No[]
No[]
No[]

No[]
No[:l

Thank you for completing this survey. All information will be kept in confidence and used for

Community Development Grant Applications only.

N/A

»




EXHIBIT 4

October 17, 2011

Deari.lmenburg County Parent,

We need your helpl! Please find attached a general survey for Lunepburg County
residents. The County is seeking a gre/it to expand the STEPS facility in Victoria. As a part of
the grant application, the County is supposed to conduct this survey. Information will be
gathered from these surveys for a nee:'s assessment of the County in general. The information
generated will compliment the STEPS project and help in the development of fitture grant plans
for our community.

More information about the STEPS project will be in the KV Dispatch in the near future.
This expansion is very important to th: entire Cammunity for many reasons and we request that
you help us by filling out the attached & 1rvey.

A drawing of the completed suiveys will take place by November 15, 2011. Three $25
Gift Certificates will be awarded.

After filling out the informatior. we request that you fold and tape the survey so that your
responses remain confidential. You cua bring the completed and sealed survey with you to the
Barefit Teacher Conference on October 24, 2011 at your child’s school. You may also bring it to -
the County Administrator’s office at th: Courthouse Complex or mail it to

STEPS Survey
11413 Courthou::e Road
Lunenburg, VA !13952.

Please turn in your completed survey prior to October 28, 2011.
Your input as a County resident. is very important to the Community as a whole and may

help in securing this and other grants. We appreciate your time and effort in completing this
survey. H you should have any questiors, please do not hesitate to call me at 434-696-2546,

Thank you so much,

Bunley. P tfaitne

Beverley P. Hawtborne
Community Development
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An Assessment of Early Childhood
In The Counties of
Amelia, Buckingham, Charlotte, Cumberland,

Lunenburg, Nottoway and Prince Edward

Executive Summary

Each year hundreds of children enter kindergarten in the Heartland Region of Virginia.
These young children and their families bring anticipation, hope, and excitement as they begin
their early experiences in school. They also bring diverse family characteristics that include
differences in income, parental education, health care; and prior learning experiences from both
the home and out-of-home settings such as family or friend child care, Head Start, private day
care, or no out-of home experience at all. As a result, some children come to school fully
prepared to meet the expectations of kindergarten. However, other children arrive at school
without some requisite skills and competencies. For many of these unprepared children,
kindergarten will mark not a bright beginning, but a gradual descent into school failure.

Addressing these disparities is critical for both the children and for the region. Findings from
both brain research and longitudinal studies indicate that communities need to capitalize on the
early years preceding school, so that all children who enter school are ready to learn. To do this,
our seven-county area will need to develop strong coordinated and integrated strategies that
address the following:

e Lack of quality, affordable child care, particularly for the 6-weeks to 2 years of age group

of children.

e Parent education programs conducted by qualified facilitators utilizing best-practices and

offered along a continaum from pre-natal through the teen years.

e Expansion of area kindergarten transition programs to involve more parents and

education of the importance of these activities to the future success of the child.

e Creation of innovative partnerships that support an integrated early childhood

development system



Introduction

Children are born ready to learn. What takes place between birth and school entry greatly
determines whether they will enter school ready for sustained success, or enter with gaps in their
cognitive, social/emotional, and physical competencies. A child’s early experiences shape the

brain’s structure and chemistry, thereby affecting a child’s learning well into the future.

The link between school readiness and school achievement is well established. Gaps in
children’s ability not only show up early, but they stay relatively constant after age eight.
Researchers now document that half the academic achievement gap evidenced in grade 12 can be

attributed to gaps that already existed in first grade. Other research findings show:

e Early childhood interventions produce a $14 - $17 return for every dollar invested. The
return includes savings from reduced special education and remedial education, welfare,
and criminal justice costs, as well as increased tax revenue produced in the workforce.

e A child growing up in poverty who has experienced high quality early education is 40%
less likely to require.special education or to be held back a grade, 30% more likely to
graduate from high school, and twice as likely to go to college.

e Creating an environment that supports healthy development in early childhood is more

effective programmatically than treating problems at a later age.

When children thrive through their first five years, they are poised to be strong lifelong
learners, earners and engaged citizens. In order to thrive in their first five years and be ready for

sustained school success they need:

e Families in a strong position to assist their learning and development

e Early education and caregivers of the highest quality

* Pediatric providers and other professionals who can rapidly detect and address problems
that threaten their healthy development and ability to learn

* A community that makes children a top priority



The following needs assessment was conducted during 2009/2010 and provides fundamental
information needed to set priorities, seek supporting funds, and advocate for a high-quality
environment for children. The report is based upon parent surveys, focus groups and information
collected from multiple data sources including the U.S. Census, the Virginia Department of
Education, Kids Count VA, the Department of Social Services, the Virginia Department of

Health, and other state and federal agencies and organizations.



Who are the Children and Families in the Heartland Region?

7
...

An estimated 5,484 children under the age of five (5) live in the Heartland’s seven-
county area - Amelia — 776, Buckingham — 778, Charlotte — 720, Cumberland — 587,
Lunenburg — 698, Nottoway — 890, Prince Edward — 1,035

Up to 3,800 young children may need some type of child care. According to the 2000

Census, an average of 69.6 of all Heartland families with children under the age of six (6)
had all parents in the labor force, resulting in up to 3,800 possibly needing some type of
childcare

Many children are at risk. Research indicates that a number of factors put children at

risk for lower academic achievement, including the following (Huffman et al.,2000):

Low economic status: As they enter school, children in low-income families are
significantly behind their more affluent peers — academically, socially, and physically
(E. Gershoff, PhD, 2003). According to the 2000 Census, in Amelia 5% of children
under the age of six (6) are living in families with incomes below the federal poverty
threshold, 28% in Buckingham, 19% in Charlotte, 18% in Cumberland, 31% in
Lunenburg, 22% in Nottoway, and 23% in Prince Edward

Minority Status: Ethnicity, poverty, gender, and household composition have all been
associated with school competence among children (Huffman et al.). Children from
African American and Hispanic families are more likely to have one or more of these risk
factors, compared with children from White families (The Condition of Education 2000).
In 2008, 23.3% of the population in Amelia was Black or African American and 1.2%
Hispanic, Buckingham had 36.6% Black or African American and 1% Hispanic,
Charlotte had 31% Black or African American and 2.1% Hispanic, Cumberland had
33.9% Black or African American and 2.4% Hispanic, Lunenburg had 36.4% Black or
African American and 3.3% Hispanic, Nottoway had 39.9% Black or African American
and 2.9% Hispanic, and Prince Edward had 34.2% Black or African American and 1.1%

Hispanic.



Low birth weight. Children born with an extremely low birth weight have a higher
‘incidence of behavior problems at school entry, poorer cognitive performance
(McCormick et al.,1998), and an increased incidence of learning disabilities and
academic difficulties (Hack et al., 1992). In 2007, 5.4% of infants born in Amelia County
weighted less than 5.8 pounds, 7.8% in Buckingham, 13.2% in Charlotte, 10.9% in
Cumberland, 11% in Lunenburg, 11.2% in Nottoway, and 13% in Prince Edward County.
The rate in Virginia during that year was 8.6%.

Level of maternal education: Lower levels of maternal education are correlated with
children’s early school failure, including lack of reading and math achievement (Fowler
and Cross, 1986). In 2007, 16% of births to mothers living in Amelia County had less
than a 12" grade education, 20% in Buckingham, 22% in charlotte, 18% in Cumberland,
24% in Lunenburg, 20% 1n Nottoway, and 13% in Prince Edward County. (U.S. Census).

Abuse and Neglect: Children who are maltreated have higher rates of school problems,
including lower test scores in math and English, lower 1Q scores, lower social acceptance
and more grade repetitions (Eckenrode et al., 1995). In Amelia County, 62 cases of child
abuse and neglect were substantiated in 2009, 13 cases in Buckingham, 12 in Charlotte,

49 in Cumberland, 1 in Lunenburg, 5 in Nottoway, and 53 in Prince Edward County.

The complete demographic report may be found in Attachments A & B



Ready Services

Early Education

A child’s early learning experiences are crucial determining factors for emotional and
intellectual development and will ultimately affect how well a child will perform in school. A
1998 study by the National Institute of Child Health and Human Development, showed that the

i hild jved in th 1 tit ' i i
@ ofc ild care received in the carly years, rather than quantity of time spent in child care,
predicted whether a child’s behavior was pro-social or antisocial. The study further showed that

children who attend preschool or other early education programs:

e have enhanced cognitive, verbal, and social development, which is maintained into the
first few years of school.

e have significantly higher 1Qs

« enter school better prepared to learn

» are less likely to exhibit later delinquency and antisocial behavior.

e tend to demonstrate higher levels of school achievement and better social adjustment.

 are less likely to have to repeat a grade or be placed in special education classes.

« are more likely to graduate from high school.

In 2007 there was an estimated 5,484 children under the age of five (5) living in the
Heartland’s seven-county area (U.S. Census). In Amelia County there were 776, in Buckingham
— 778, Charlotte — 720, Cumberland — 587, Lunenburg — 698, Nottoway — 890, and in Prince
Edward County there were 1,035. Projections are that the number of children will continue to
rise over the next several décades. According to the 2000 Census, an average of 69.6 of all
Heartland families with children under the age of six (6) had all parents in the labor force, _
resulting in up to 3,800 possibly needing some type of childcare. To serve these children,

there are a total of 26 licensed day care centers in the seven-county region:

e Amelia—3
e Buckingham — 2
e Charlotte — 3

e Cumberland - 1 N



e Lunenburg—2
e Nottoway —6
e Prince Edward - 9

Of these, nine (9) are Head Start programs, which in 2009 served 314 children 3 and 4 years of
age. During 2009 an additional 327 area children were served through the Virginia Pre-school
Initiative. Additionally, there are 19 unlicensed day care providers identified in the area who
receive subsidies from the Department of Social Services. These include religious exempt child
day centers, voluntary registered day homes and certified pre-schools. They are located as

follows:

e Amelia—2

e Buckingham —2

e Charlotte — 2

e Cumberland -2

e Lunenburg—3

e Nottoway — 4
Prince Edward — 4

What happens to t@ children?

Prior to age 3, the most common arrangement for child care is in another home by either a
relative or non-relative. It is particularly difficult to find a placement for children who are under
18 months, so infants and toddlers are more likely to be placed in family child care homes
(Hamm et al., 2004). Nationally, forty percent (40%) of children under age one and 37 percent
of children ages 1-2 whose mothers are employed are in this kind of care arrangement. Local
Focus Groups confirmed that much of the early care in the region is from family, friends
and neighbors and that there is a tremendous need in the area for child care facilities that
would take children between the ages of 6-weeks up to 2 years of age. Additionally,
grandparents often become responsible for the care of their grandchildren. According to the U.S.
Census Bureau, there are 104 grandparents in Amelia County who are responsible for the care of
their grandchildren, 182 in Buckingham, 255 in Charlotte, 94 in Cumberland, 180 in Lunenburg,
364 in Nottoway, and 246 in Prince Edward County



According to the Virginia Office of Early Childhood Development, the quality of care a child
receives during their first five years is critical. Children with access to high quality early learning
experiences are more likely to acquire the skills they need to enter kindergarten ready to succeed
and adapt to new learning and social environments. High quality care means that children are
engaging in meaningful learning and play, guided by qualified caregivers in an enriched
educational environment. A 2008 study by the Brookings Institution found that only 20% of the

———

child care facilities in the United States were of “good quality,” while 70% were mediocre and

10% were of poor quality.

The Virginia Star Quality Initiative (VSQI/QRIS) was created to provide a consistent way to
distinguish the level of quality in early education programs, allowing families to make more
informed choices and allowing child care providers a way to improve the quality of their
services. This voluntary quality rating and improvement system focuses on four key areas: 1)
Education, qualifications, and training of staff, 2) Interactions, 3) Structure, and 4) Environment
and Instruction. At the time of this writing, more than 125 child care centers throughout Virginia
have been rated, however none of the licensed and unlicensed child care facilities in our

seven-county region have participated or been rated by the VSQI/QRIS system.

According to the VSQI, effective early childhood professionals need a strong background in
education and child development. It has been shown that properly trained teachers promote
language and early literacy skills and the social development needed for later academic and
professional success. Of the 9 Head Start programs in the region, there is one (1) staff member
with a Master’s in Early Childhood Education and three (3) staff members with B.A. degrees in
Early Childhood Education. Most of the Head Start staff have Associate Degrees in Early
Childhood Education. Educational information on staff at other child care facilities was not
available. No child care centers or family child care homes in the region are accredited by the

National Association for Family Child Care (NAFCC).

In local Focus Group meetings, additional training for day care provider staff was
indicated as a service that is needed. Teachers need training and support if they are to help
children with challenging behaviors. Research is being conducted nationally into the most
effective interventions for challenging behaviors by preschoolers. Professional development

workshops on early childhood education are held each March and October by a consortium



between Longwood University, Virginia Cooperative Extension, and Prince Edward Department
of Social Services. The Virginia Cooperative Extension also offers a number of educational
opportunities for child care providers. Cost for participation, time of day, location and personal
child care issues may be barriers for child care providers to take advantage of the programs.
Despite the critical role early education and child care providers play, they are among the lowest
paid workers and are often forced to take on second jobs or forgo health insurance. A direct
result of low wages 1s high turnover in the industry. As noted by Janice Gruendal, the challenge
seems to be the incentive for early childhood teachers to “pay $60,000 for an education to work

for $20,000 a year.”

When fortunate enough to be able to select a child care provider, local parents surveyed
-indicated that quality was the most important factor, followed by cost. Other important

factors for local parents when selecting a child care facility:

e Location — 50%

* Hours of operation — 50%

* Someone recommended it — 25%

* Low teacher/child ratio — 25%

e Children from this program tend to do well in school — 19%

The cost of quality child care is continuously rising. According to Wrightslaw, in 2007, the
average fee for full-time, center-based child care ranged from over $3,800 to $14,600 annually,
depending on a family's geographic location and children’s ages. Cost, not quality, may therefore
actually be the primary criteria for selecting a provider, which in turn impacts the bottom line of
higher quality programs. Locally the cost for private day care facilities can be as high as $125
per week. In 2008 the estimated median household income in Virginia was $61,233. In the
Heartland Region, the estimated median household income ranges from $37,950 to $52,804; all
well below the State level. According to the 2000 Census, in Amelia 5% of children under the
age of six (6) are living in families with incomes below the federal poverty threshold, 28% in
Buckingham, 19% in Charlotte, 18% in Cumberland, 31% in Lunenburg, 22% in Nottoway, and

23% in Prince Edward. High cost quality child care is very difficult for families with low income

-



and only a small number of local children are receiving child care subsidies through the

Department of Social Services:

e Ameha-— 57

e Buckingham — 54
e Charlotte — 57

e Cumberland - 43
e Lunenburg — 34

e Nottoway— 108

e Prince Edward — 138

Health Services

Child health plays a significant role in ensuring that children start school ready to succeed.
Children absent from school for chronic health conditions risk falling behind in their schoolwork.
Children with untreated vision problems cannot track printed letters and words across a page and
learn to read. According to Oral Health America, oral disease in children is responsible for more
than 51 million lost school hours each year. Child health care services play a key role in the
carly identification of developmental, behavioral, social, environmental and biological conditions

that affect children’s learning ability.

Children without health insurance are less likely to receive primary and preventive health
services, less likely to have special needs identified and addressed in a timely fashion, and more
likely to experience poorer overall health. In 2006 10.4% of Virginia’s children were without
health insurance. In Amelia County it was 19.9%, Buckingham 18.5%, Charlotte 19.7%,
Lunenburg 17.6%, Nottoway 15.8%, and in Prince Edward County 16.1% of the children are
without health insurance. Nationally, more than two thirds of uninsured children (67.3%) are
cligible for Medicaid/SCHIP. In 2003 the following number and percent of children eligible for
FAMIS (Family Access to Medical Insurance Security Plan) were not enrolled:

-
-~
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Community Number of children eligible | Percent of children eligible \
but not enrolled in FAMIS ngtenolled v"%,& u&i
Amelia 31 UG"K /{u
Buckingham 506 o
Charlotte 313 27%
Cumberland 216 24%
Lunenburg 421 32%
Nottoway 633 35%
Prince Edward 575 43%

Lack of health insurance has been shown to affect whether or not expecting mothers receive

prenatal care, and is a risk factor for low birth weight and infant mortality. In 2007, 3.4% of

Amelia expectant mothers received no prenatal care or no prenatal care before the third trimester.
In Buckingham this rate was 22.8%, Charlotte 21.7%, Cumberland 12.6%, Lunenburg 18.9%,

Nottoway 17.4%, and in Prince Edward County 13% of expectant mothers received no prenatal

care or no prenatal care before the third trimester. The rate of low birth weight in six of the

region’s counties during 2007 was also well above the national level of 6%. Buckingham’s rate
was 7.8%, Charlotte 13.2%, Cumberland 10.9%, Lunenburg 11%, Nottoway 11.2% and Prince

Edward County 13% .

For children with special needs, high quality early child care and education provide an

important foundation for future learning. In many cases, early supports reduce the need for

special education services later on. A recent study found a 41 percent (41%) lower rate of special

education placement than for a similar group of children who did not receive a quality preschool

program (Reynolds et al., 2001). Additionally, full integration of children with disabilities in the

typical early childhood environment is beneficial to all involved. “Children with special needs

require typically developing role models to help them understand where they fit in the world of

being a child” (B. Raine, Ph.D.). In 2006, the percent of students with special needs under age
six (6) was: Amelia 4.2%, Buckingham 3.1%, Charlotte 5.1%, Cumberland 5.1%, Lunenburg
3.7%, Nottoway 3.3% and Prince Edward County 6.3%.



Ready Children

“In general, the more chronic the economic, social, and psychological stressors that
young children face, the greater the likelihood of poor social, emotional, and cognitive
outcomes...Over 32 percent of all young children are affected by one risk factor such as
low income, low maternal education, or single parent status, and 16 percent are in families
with two or more socio-demographic risks” (Raver at al.,2002). When these percentages are
applied to the Heartland Region, an estimated 1,755 children under the age of five may have one

risk factor and 877 may have two or more risk factors.

Many studies have shown that low socio-economic status has a potentially negative effect on
future school achievement. As they enter school, children in low-income families are
significantly behind their more affluent peers — academically, socially, and physically (E.
Gershoff, PhD, 2003). In the Heartland Region, in all but one county the percent of children
under age six (6) living in families with incomes below the federal poverty threshold exceeds the
state rate of 13%. According to the 2000 Census, in Amelia 5% of chi]dren. under the age of six
(6) are living in families with incomes below the federal poverty threshold, 28% in Buckingham,
19% in Charlotte, 18% in Cumberland, 31% in Lunenburg, 22% in Nottoway, and 23% in Prince
Edward County.

Other risk factors for young children in the Heartland region that may contribute to academic

and behavior problems at the beginning of school include:

e Lower levels of maternal education (See Ready Families) — in six of the seven area
counties this rate is above that of the state.

* Maternal alcohol consumption during pregnancy is associated with intrauterine growth
retardation and low birth weight, which affects later cognitive and social development
(Streissguth et al.) — the number of substance exposed newborns in the seven-county area
nearly doubled between 2006 anld 2008. |

* Children with an extremely low birth weight as babies have a higher incidence of
behavior problems at school entry and poorer cognitive performance (McCormick et al.),

as well as increased incidence of learning disabilities and academic difficulties (Hack et



al.). - The rate of low birth weight in six of the region’s counties during 2007 was well
above the national level of 6%.

e Children who are maltreated have a higher rate of school problems than children who are
not maltreated, including lower test scores in math and English, lower IQ scores, lower
child-perceived social acceptance, increased absence from class, and more grade
repetitions (Eckenrode et al.) — In 2009 the Heartland region had 84 substantiated cases
of child abuse and neglect among children ages 0 — 5 and a total of 195 among all
Heartland children 0 — 17.

Since 1997, Virginia has used the Phonological Awareness Literacy Screening (PALS) as the
state-provided screening tool for Virginia’s Early Intervention Reading Initiative. Beginning in
2000, the PALS instruments were designed for use in kindergarten, PALS-K, and grades one
through three, PALS 1-3. The purposes of PALS are to (a) screen and identify children who are
relatively behind in their acquisition of important literacy fundamentals, and (b) provide teachers
with diagnostic information that allows them to match reading instruction to specific literacy
needs. The following table shows the percent of children entering kindergarten during the past
two years who were identified through PALS as being at risk for reading failure because they are

behind grade-level expectations in important literacy fundamentals.

County 2007 2008
Amelia 32% 21%
Buckingham 23% 18%
Charlotte 13% 11%
Cumberland 19% - 4%
Lunenburg 16% 20%
Nottoway 22% 12%
Prince Edward 14% 13%

In 2006, the percent of students with special needs under age six (6) was: Amelia 4.2%,

Buckingham 3.1%, Charlotte 5.1%, Cumberland 5.1%, Lunenbugg 3.7%, Nottoway 3.3% and

-




Prince Edward County 6.3%. For children with special needs, high quality early childhood care
and education provide an important foundation for future learning. The earlier children with
developmental delays are identified and provided with appropriately designed services and

supports, the greater gains a child will make in their educational and social development. Focus

Group participants indicated that current screenings and assessments for developmental
—

———

delays are well handled within the region by the agencies offering the screenings. Those

are: Crossroads Community Services Board, Piedmont Healthy Families, Infant and Toddler
Connection of the Heartland, Longwood Center for Communication, Literacy, and Learning; and

the Public Schools in the region.

| <



Ready Families

The family plays the most important role in a young child’s life. According to Virginia’s
definition of school readiness, “A ready family has adults who understand they are the most
important people in the child’s life and take responsibility for the child’s school readiness
through direct, frequent, and positive involvement and interest in their child. Adults recognize
their role as the child’s first and most important teacher, providing steady and supportive
relationships, ensuring safe and consistent environments, promoting good health, and fostering

curiosity, excitement about learning, determination, and self-control.”

Children are born learning. When asked when they think babies are ready to learn, 29% of
local parents surveyed indicated between one and three years. The latest research in literacy
development shows that a child’s experiences with oral language development and literacy, as
early as the first months of life, begin a foundation for later reading success (NGA Center for
Best Practiées). When literacy rates are low, young children miss the benefits of being read
to daily. It is estimated that in 2003, the percent of adults that did not have basic prose literacy
skills in Amelia County was 15%, Buckingham County was 22%, Charlotte was 20%,
Cumberland was 18%, Lunenburg was 20%, Nottoway was 20% and Prince Edward County was
16%. Moreover, nationally, parents routinely read to only 50% of infants and toddlers.
Additionally, in five of the seven area counties the percent of births to mothers with less than a
1ol grade education in 2007 was above the state of Virginia rate of 15%; Amelia, 16% ,
Buckingham 20%, Charlotte 22%, Cumberland 18%, Lunenburg 24%, and Nottoway 20% .

Positive attitudes on children’s learning can be developed by parents who attend parenting
classes. According to the Office of Juvenile Justice and Delinquency Prevention, “at least 30 —
40 contact hours are needed for a positive and long lasting impact from family education
programs, particularly because high risk families often miss sessions or have difficulty
implementing in their home the skills taught in the class.” Past efforts for general parenting
classes open to the community have resulted in a lack of parents willing to attend multiple

session classes. Regional community Focus Groups indicated that enrollment in parenting

~



classes currently offered in the area is often low and frequently due to court orders.
Regional providers of parenting services include parenting classes by Prevention Services at
Crossroads CSB, Parents as First Teachers plus support groups by Piedmont Healthy Families,

T
and parent training classes by the Virginia Cooperative Extension. Focus Group members

identified the stigma attached to attending parent education classes as a barrier to
participation and the need for classes to be offered beginning at a young age so as to help

prevent teenage pregnancies.

Home visiting is a strategy for offering information, guidance and support to families in the
place in which they are typically most comfortable; their own home. Home visits provide a
method for fostering healthy child development, especially during the birth to age six years,
when families are unlikely to have contact with the school system. Unlike case management
services, home visiting programs are curriculum based, intensive, comprehensive and flexible.
Services focus on the parent-child interaction and on the relationship between parents. Effective
programs address health and mental health issues and help parents build support networks.

Locally Piedmont Healthy Families, Infant & Toddler Connection of the Heartland, and United

Methodist Family Services are the only comprehensive home visitation programs available.

-—

Teachers in the Head Start program are mandated to make two home visits a year and other

home visitations are made as needed.

A local Parent Survey indicated that most parents would be interested in a place where
they could acquire resources to assist them with parenting issues. Located in places that are
easily assessable to parents, such as a shopping mall or mobile facility, resource centers can
provide staff to answer questions, distribute written materials, conduct early childhood
screenings and assessments, assist with the transition to kindergarten, and many other functions.

Currently, there are no parent resource centers operating in the region.

Parents play a major role in their child’s transition into kindergarten. Through family-school
connections prior to a child’s first day in kindergarten, family collaborations and involvement
with the school and the transition process are fostered. The need to have more parents

involved with kindergarten transition activities was identified by Focus Groups as a

* ~
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primary concern. Transition activities (prior to first day at school) that families have found

useful include:

e Child visited kindergarten classroom

o Parent met with kindergarten teacher

e Parent(s) talked with preschool staff about kindergarten
e Attended a workshop for parents

e Attended an orientation to kindergarten

e Talked with parents of child’s new classmates

s Participated in elementary school-wide activities.

Other concerns for families identified during Focus Group Meetings were:

1. Need for translators
2. English as Second Language classes

3. Transportation for parents to take children to day care providers



Ready Schools

Ready schools do all that is necessary to assure the success of every child. A ready school
helps each child achieve grade-level proficiencies across all areas of the curriculum: academic,
social-emotional, and physical learning and development... Children enter school with a
diversity of strengths and backgrounds. The ready school accommodates this diversity and
provides each child with the instruction and supports that he or she needs to learn effectively and
to attain proficiency. Ready schools also help children succeed through collaborative efforts that
reach beyond the school walls. Additionally, ready schools build strong positive relationships
with families and partner with preschool teachers, community programs, and higher education to

ensure that they are able to educate all children

According to the School Readiness in North Carolina report, there are four key features of

Ready Schools:

& Ready Teachers who are knowledgeable of basic child development principles, “tuned in”
to individual children’s interests and abilities, able to provide a classroom environment where
children are actively involved in learning activities, and working in partnership with families and
other adults in the child’s world.

& Ready School Environments where children are nurtured through on going relationships
with caring adults, have opportunities to learn through play and “hands-on” experiences with a
variety of materials, and experience predictabfe routines and schedules.

@ Ready Curriculum and Instruction Strategies that provide meaningful learning
experiences to build upon children’s individual abilities and interests and that are grounded in
developmentally appropriate practices.

& Ready Administrators who are knowledgeable of child development and developmentally
appropriate practices, support teachers in their fo]e, nurture family involvement, and put the

needs of children first.



Further research 1s needed to determine the state of School Readiness in the Heartland region.
An assessment about the capacity of area schools to educate all children who enter kindergarten
could gather information such as average kindergarten class size and percentage of kindergarten
teachers with a BS in Birth through Kindergarten education, professional development

opportunities, and availability and variety of classroom materials.

School Transitions

As children and families move from home, preschool, or other types of early childhood
programs, the child’s first experiences in kindergarten set the stage for his or her success in
school. A smooth transition that provides as much continuity for children as possible should be
the goal. Successful transitions include the following:

1. Community-wide planning that involves families, child care and other early childhood
providers, school teachers and administrators, and a variety of community service
agencies.

2. Transition activities, such as visits to the school, planned cooperatively for children by
their families, care providers, teachers, and community service providers.

3. Transition policies, programs, and practices that reflect the diversity and uniqueness of
children, their families, and the community.

4. Developmentally appropriate practices in all programs of care and education from birth to
age eight to ensure continuity in assessment, curriculum, and instruction.

5. Coordinated staff development to bring early childhood providers and kindergarten
teachers together.

6. Shared decision making that involves families as active partners in their children’s care
and education.

7. Written community transition agreements that are created jointly between schools and
service providers and are reviewed and revised as ongoing transition efforts are
expanded.

Local Focus Groups indicated a need to increase parent involvement in transition
activities. Further study of regional transitions as they relate to the above seven elements is

recommended.
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Ready Children

Amelia Buckingham Charlotte Cumberland Lunenburg Nottoway EZ&;Z Virginia

PALS-K

Kindergarten
(% "ot gready--) 21% 18% 1% 4% 20% 12% 13% 15%

(in 2008)

PALS-K
(Kindergarten)
% "not ready”

(in 2007)

32% 23% 13% 19% 16% 22% 14% 16%

% of students
r:?ehdzri;%ae'r 4.2% 3.1% 5.1% 5.1% 3.7% 3.3% 6.3% 3%

age 6 (in 2006)

% of students
r:‘g;%zp;%?r 3.9% 3.8% 4.5% 4.1% 4.07% 3.9% 4.9% 3%

age 6 (in 2005)

Source: Kids Count Data Center - hitp://datacenter.kidscount org/data

Ready Families

Amelia Buckingham Charlotte Cumberland Lunenburg Nottoway EznuTaCred Virginia

% of births to
mothers with
'fzstf]’;‘;’éz 16% 20% 22% 18% 24% 20% 13% 15%
education (in
2007)"

% of births to
mothers with
less than a N o . o . . .
12th grade 15% 15% 19% 17% 24% 18% 24%
education (in
2005)*

# of births to
teens ages 15-

17 per 1,000 42
girls (in 2007y

18 15 9 29 16 28 17




# of births to
teens ages 15-
17 per 1,000
girls (in 2005)*

16

11

20

28

22

# of
substantiated
child abuse
and neglect
among
children age 0-
5 (in 2009)**

10

18

22

26

# of
substantiated
child abuse
and neglect
among
children age 0-
17 (in 2009)**

62

13

12

49

53

# of children

(age 0-17)in

foster care (in
2009)*

10

14

13

25

# of children

(age 0-17)in

foster care (in
2007)*

12

22

13

19

25

# of newborns
exposed to
alcohol,
improperly
used
prescription
medication
and illicit
substances in
utero (in
2008)**

864

# of newborns
exposed to
alcohol,
improperly
used
prescription
medication
and illicit
substances in
utero (in

no data
reported

690




2006)™

Source: *Kids Count Data Center - hitp://datacenter.kidscount.org/data
** Virginia Department of Social Services - hitp://www.dss.virginia.gov

Ready Communities

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

Virginia

% of
children
under age
6 living in
families
with
income
below the
federal
poverty
threshold
(in 2000)

5%

28%

19%

18%

31%

22%

23%

13%

0/0 Of
Students
approved

for free
or reduced
price
school
lunch
(in 2008)

46%

58%

52%

53%

62%

56%

62%

34%

% of
infants and
toddlers in

poverty
who are
enrolled in
Early Head
Start

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

% of
children
under age
6 tested for
lead (in
2006)

12.6%

15.7%

24.5%

9.3%

21.7%

17.6%

26.6%

13.5%

% of
children
under age
6 with
elevated
lead levels
(in 2006)

2.7%

0.7%

0.0%

1.8%

0.0%

2.7%

0.3%

0.5%

Source: Kids Count Data Center - http://datacenter.kidscount.org/data




Ready Services - Health Services

Cumberlan Lunenburg Prince Virgini

Buckingha
Charlotte Nottoway Edward a

Amelia m d

% of children

with no health

insurance (in
2006)

0,
10.9% 18.5% 19.7% 17.6% 17.6% 15.8% 16.1% 104%

% of infants
born weighing
less than 5.8 5.4% 7.8% 13.2% 10.9% 11% 11.2% 13% 8.6%
pounds (in
2007)

% of infants
born weighing .
less than 5.8 7.9% 8.6% 11.6% 14.0% 6.4% 12.2% 12.8%

pounds (in
2005)

% of mothers
receiving
Prenatal Care
beginning in 96.6% 77.2% 78.3% 87.4% 81.1% 82.6% 87.0%
the First Tri-
mester (in
2007)

% of mothers
receiving
Prenatal Care
beginning in 86.4% 78.4% 76.8% 91.7% 83.3% 88.4% 86.2%
the First Tri-
mester (in
2005)

% of children Piedmont Piedmont Piedmont Piedmont Piedmont Piedmont Piedmont
ages 19-35 Health Dist | Health Dist | Health Dist | Health Dist { Health Dist | Health Dist | Health Dist
months who rict to rict to rict to rict to rict to rict to rict to
have been provide provide provide provide provide provide provide
fully data in data in datain data in data in data in datain
immunized May May May May May May May

% of 3- and 4-
year olds
enrolled in a
center-based
early
childhood care
and education
program
(including child
care centers,
nursery
schools,
preschools
programs,
Head Start
programs,
and pre-




kindergarte
n
programs)

# of children
enrolled in
Virginia
Preschool
Initiative
Programs (in
2009)

43

39

48

37

53

107

14,93

# of children
enrolled in
Virginia
Preschool
Initiative
Programs (in
2007)

54

23

46

38

54

109

# of children in
Head Start

55

52

41

20

37

72

37

# of children in
Early Head
Start

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Pragram

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

Not
Applicable
No Early
Head Start
Program

% of early
childhood teac
hers with a
bachelor's
degree and
specialized
training in
early
childhood

# of programs
participating in
Quality Rating
and
Improvement
System
(QRIS) / # of
children
served by
these
programs

% of child care
centers
accredited by
the National
Association for
the Education
of Young
Children
(NAEYC)

1%

% of family
child care
homes

2.8




accredited by
the National
Association for
Family Child
Care
(NAFCC)

Source: Kids Count Data Center - htip://datacenter.kidscount.ora/dala

Ready Schools

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

# of elementary schools
that
have full-day
kindergarten
programs

Average teacher/child
ratio
in k-1 classrooms

% of children with
reading
proficiency in third grade
as measured by the
state’s proficiency tests
(2008-2009)

54%

63%

50%

46%

54%

59%

47%

% of children with
reading
proficiency in third grade
as measured by the
state's proficiency tests
(2005-2008)

52%

51%

47%

38%

44%

40%

43%

Source: Virginia Department of Education - https:/p1pe.doe.virginia.aov
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Additional Demographics (including Environmental Scan)

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

Virginia

% K-12
Students
receiving

Special
Education
Services

(in 2006)*

13.4%

12.1%

15.7%

12.5%

15.5%

16.7%

20.3%

14.1%

# of Children
receiving
TANF,
per 1000
children
(in 2006)*

35

47

51

45

24

61

52

32

# of Children
receiving
childcare

subsidies (in

2008)"

57

54

57

43

34

108

138

56,554

#/% of
People
receiving food
stamps (in
2008y

1,211/
2%

2,198 /4%

1,865/
3%

1,480/ 3%

1,804/
3%

2,309/
4%

2,650/
5%

564,142 /
7%

#1 % of
People
receiving food
stamps (in
2005)**

1,015/
2%

1,937 1 4%

1,514/
3%

1,274 / 3%

1,707/
3%

2,069/
4%

2,268/
5%

494,847 /
7%

**Governor's Office for Substance Abuse Prevention - http://www.data.qosap.governor.virginia.qov

Source: *Kids Count Data Center - hltn:l‘/datacenter.kidscount.orq.’data

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

Virginia

% Non-Marital
Birth Rate
(in 2007)

36%

51%

45%

39%

47%

52%

51%

35%

% Non-

Marital Birth
Rate

(in 2005)

35%

43%

46%

49%

45%

44%

52%

Source: Kids Count Data Center - hitp:/datacenter.kidscount.ora/data
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Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

Virginia

2009 On-
Time
High School
Graduation
Rate

83.2%

72.2%

86.0%

75.3%

79.0%

80.4%

78.3%

83.2%

2008 On-
Time
High School
Graduation
Rate

80.7%

68.8%

84.4%

93.9%

73.7%

76.8%

79.5%

Source: Kids Count Data Center - http://datacenter.kidscount.org/data

Amelia

Buckingham

Charlotte

Cumberiand

Lunenburg

Nottoway

Prince
Edward

Virginia

% Juvenile
Intake Cases
(in 2006)

10%

15%

14%

16%

20%

1%

21%

14%

Source: Kids Count Data Center - hitp://datacenter.kidscount.org/data

Population by Age

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

2007 Population
under age 1*

160 161

151

17

150

184

203

ages 1to 4*

2007 Population

616 617

569

470

548

706

832

Total 2007
Population
ages 0 to 4*

776 778

720

587

698

890

1,035

Total 2008
Population
agesOto 4

783 785

697

578

695

888

1,054

Total 2008
Population
ages5to 9

804 716

703

590

566

859

1,072

Total 2008
Population

ages 10to 14

799 857

721

603

614

896

1,066




Total 2008
Population
ages 15t0 19

758

1,000

807

610

746

913

2,881

Total 2008
Population
ages 20 to 29

1,747

2,450

1,542

1,303

1,863

2,283

4,788

Total 2008
Population
ages 30 to 39

1,653

2,413

1,432

1,239

1,665

2,155

2,376

Total 2008
Population
ages 40 to 49

1,915

2,520

1,645

1,452

1,869

2,246

2,422

Total 2008
Population
ages 50 to 59

1,798

2,161

1,698

1,192

1,818

2,013

2,275

Total 2008
Population
ages 60 to 69

1,315

1,555

1,316

1,038

1,368

1,557

1,633

Total 2008
Population
age 70+

1,236

1,520

1,687

1,065

1,737

2,082

2,256

Total 2008
Population
all age groups

12,808

15,977

12,248

9,670

12,941

15,892

21,823

2008 % Female
Population

50.4%

44.6%

51.9%

51.9%

46.7%

47.6%

50.3%

2008 % Male
Population

49.6%

55.4%

48.1%

48.1%

53.3%

52.4%

49.7%

Total 2000
Population
all age groups

11,478

15,613

12,465

8,998

13,093

15,751

19,695

Source: * Kids Count Data Center - hitp://datacenter.kidscount.ora/data

Virginia Economic Development Partnership, Community Profiles - http://virginiascan.yesvirginia.org

2008 Race/Ethnicity

CIESEIcatoN Amelia Buckingham Charlotte Cumberland Lunenburg Nottoway Prince Edward
White 9,661 9,867 8,302 6,190 7,991 9,337 13,881
Black 2,997 5,861 3,807 3,283 ' 4,714 6,343 7.471
Asian 24 34 100 1M1 156 60 242
Two or More Races 89 e 20 65 29 122 161
American Indian or 35 37 19 21 45 22 41

3o



Alaska Native

Pacific Islander 2 1 0 0 6 8 27
Hispanis sy be 157 175 259 234 434 461 249
of any race)
Source: Virginia Economic Development Partnership, Community Profiles - hitp://virginiascan.yesvirginia.org
; . Prince g
Amelia Buckingham Charlotte Cumberland Lunenburg Nottoway Edward Virginia u.s
2007 Per Capita §ids 220 $420c')§
P " $32,228 $22,317 $23,814 $26,151 $22,379 $27,417 $20,703 2008 State :
rsonal Income (PCPI) Aierace Natio
g Avera
PCPI State Rank (1-105,
h 105 having the lowest 47 102 95 82 101 73 105
PCPIy*
2008 Estimated
ian Household Income** $52,804 $39,200 $37,950 $41,737 $36,599 $40,491 $41,062 $61,233
1999 Estimated
ian Household Income** $40,252 $29,882 $28,029 $31,816 $27,899 $30,866 $31,301

Source: * Bureau of Economic Analysis - http://bea.gov
** City-Data website - htip://www.city-daia.com/

* The Commonwealth of Virginia has 95 counties, however, the Bureau of Economic Analysis includes cities and metropolitan
service areas in their database and lists Virginia as having 105 counties. Five of the seven counties of Virginia's Heartland fall
within the lowest 10% of Per Capita Personal Income (PCPI) in the state.

2008 Family . . .
Households Amelia Buckingham Charlotte Cumberland Lunenburg Nottoway Prince Edward
2-persons 1,301 1,684 1,575 1,043 1,585 1,764 1,881
3-persons 807 903 818 628 844 985 1,059
4-persons 622 702 635 462 602 732 798
5-persons 291 283 260 186 243 281 375
6-persons 9 82 93 99 118 128 104 .
7-or-more-
hrsons 68 88 68 64 27 63 89
Source: City-Data-website - http://www.city-data.com/
2000 Amelia Buckingham Charlotte Cumberland Lunen‘burg Nottoway Prince Edward

9]
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Owner-occupied
Houses & Condos

3,474

4,144

3,840

2,722

3,884

4,016

4,489

Renter-occupied
Apartments

1,180

1,111

806

1,114

1,648

2,072

Vacant Housing
Units

966

783

557

738

709

966

Source: U.S. Census Bureau - http://factfinder.census.gov

Amelia

Buckingham

Charlotte

Cumberland

Lunenburg

Nottoway

Prince
Edward

Average #
of business
establishments
(2nd Qtr. 2009)

310

316

279

171

253

351

591

Average Employment

All Industries within
County (2nd Qtr.
2009)

2,541

3,182

2,775

1,326

2,565

5,581

8,750

Average Weekly
Wage

All Industries within

County (2nd Qtr.
2009)

$580

$610

$511

$518

$564

$563

$571

December

Source: Virginia Workforce Connection - hitp://www.vawc.virginia.gov/analyzer/default. asp?

2009

adjusted)

Ameli
(not seasonally a

Buckingha
m e

Charlott

Cumberlan
d

Lunenbur
g

Nottowa
¥

Prince
Edward

VA

u.s.

Civilian Labor
Force

6,532

7,308

5,482

4,573

5,503

6,438

9,745

Employment

6,073

6,661

4,979

4,230

4,953

5,903

8,900

Unemployment

459

647 503

343

550

535

845

Unemployment

i 7%

8.9% 9.2%

7.5%

10%

8.3%

8.7%

6.7

9.7
%

Source: Virginia Workforce Connection - http://www.vawc.virginia.gov/analyzer/default asp?




Conclusion

This needs assessment was prepared to help clarify what we know about the early years and
the needs and strengths of the children, families, educators and communities in the Heartland
region of Virginia. As the Smart Beginnings Heartland moves forward in the development of
their strategic plan, additional information from parents, physicians, school administrators and
others who directly impact the lives of area children may need to be obtained for a broader
picture of the services and resources for children ages 0 — 5. The Heartland has a number of
assets on which to draw. Partnerships will need to be established, existing work will need to be
strengthened, systems will need to be revised, and new initiatives and programs will need to be

developed as a long-term movement is built on behalf of children that benefits the entire region
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APPENDIX B

Staffing Information Includes:

CURRENT ORGANIZATIONAL CHART AND POSITIONS:

President and CEO — Job Description and Resume

Vice President of Administration and Compliance — Job Description and Resume
Vice President of Financial and Community Development — Job Description and
Resume

Vice President of Employment Services and Business Operations — Job
Description — Position is currently vacant

Case Manager — Job Description and Resume

Housing Manager — Job Description and Resume

Bookkeeper — Job Description and Resume

STRATEGIC ORGANIZATIONAL CHART AND POSITIONS:

Chief Administrative Officer (CAQ) — Job Description

Chief Operating Officer (COO) — Job Description

Chief Financial Officer (CFO) — Job Description

Planning Coordinator — Job Description

Proposed Program Positions — Summary of respective functions. Complete Job
Descriptions will be completed once Community Action status is achieved.
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JOB DESCRIPTION

PRESIDENT AND CHIEF EXECUTIVE OFFICER

PRINCIPAL RESPONSIBILITIES:

1.
2.
3.

DUTIES:
1

2.

Manage the corporation in the accomplishment of its goals under the direction of
the Board of Directors.

Provide administrative direction to the employees in fulfilling the purposes of the
corporation.

Provide a liaison between the corporation and the various constituencies it serves.

Assist the Board of Directors in the development of policies to govern the day-to-
day operations of the corporation.

Recruit, select and evaluate all management staff; provide for staff supervision;
promote and dismiss staff as appropriate; develop staff training programs;
develop staffing patterns, job descriptions and salary structures; report to the
board regarding personnel activities.

Establish adequate financial controls; monitor the financial condition of the
corporation on a daily basis; prepare proposed budgets for board approval; incur
expenses in accordance with the approved budget or as directed by the board,;
present the board with monthly analysis and reports of financial condition; take an
annual inventory of the assets of the corporation; obtain supplementary grants
and other forms of monetary support; report to funding agencies as required and
agreed upon the by the board; provide auditing firm with the information needed to
conduct an annual independent audit of the corporation’s finances.

Oversee the development, operation and evaluation of the rehabilitation/
employment programs; supervise the recruitment of participants for the
corporation’s programs and monitor the orientation of new participants; coordinate
support services needed for participant rehabilitation; provide for the development
of suitable placement opportunities for participants; insure adequate follow-up of
participants place in competitive employment; maintain adequate records on all
participants; present periodic reports to the board detailing program activity and
accomplishments.

Insure the availability and appropriateness of contracts. Follow all relevant laws
and regulations in the development of contract proposals and payment of
participants; maintain quality control and timely deliveries of products; review and
update contracts and wages as appropriate and required; provide for materials,
supplies, space and equipment needed to complete contracts; keep the board
informed about the type and level of work being performed.

Provide for the proper maintenance and upkeep of the physical plants, vehicles
and equipment; provide a safe environment for participants and employees;
remain current on safety laws and regulations affecting the work environment;
provide first aid training for employees; conduct training in emergency evacuation
procedures, fire suppression, and emergency assistance procedures for
employees and participants as appropriate.



7. Communicate with the Board of Directors on a timely basis regarding board
meetings, meetings of the Executive Committee, standing committees and ad hoc
committees; be present at all meetings of the Board of Directors and also as an ex
officio member without a vote at meetings of the Executive Committee, standing
committees, and ad hoc committees except when the Chief Executive Officer’s
professional or personnel status is being considered; provide for the recording and
distribution of all committee meeting minutes; assist the Secretary of the Board of
Directors in recording and making minutes of the board meetings available to board
members; give orientation to new board members regarding the operations of the
corporation.

8. Maintain communication with funding sources and program purchasers including
negotiating contracts and agreements; be a liaison with municipal, state and federal
government agencies; participate in community affairs through membership,
attendance and availability for speaking engagements concerning the corporation;
establish and maintain good public relations with local civic organizations, industry
and service organizations; prepare informational material on the corporation’s
program and operation and public release; develop opportunities for informing the
public about the corporation and its operations.

9. Keep abreast of rehabilitation developments locally and nationally; participate in
rehabilitation related conferences and programs as appropriate; maintain contact with
rehabilitation professionals through regional, state and national associations;
maintain current knowledge of national and/or state accreditation standards; prepare
corporation for initial accreditation; maintain required accreditation standards.

10. Perform other duties as directed by the Board of Directors.

MINIMUM EDUCATION: Prefer Master's Degree in human services or education with
business training. Will accept bachelor’'s degree with two years experience beyond minimum
requirements.

MINIMUM EXPERIENCE: At least 3 years in an administrative capacity preferably in a
rehabilitation or educational facility; prior experience in working with adults with disabilities is
desirable.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

Skill in writing/reading.

Skill in mathematics.

Must be able to move safely about work area.

Must be authorized for coverage under agency insurance if operating agency vehicle,
have good driving record, valid Virginia driver’s license, and/or required level of personal
auto insurance.

5 f 8 (==

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1. Must be able to change routine in a positive manner.
2. Must be able to follow through on assignments independently.



Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

0. Must be able to respond appropriately to emergency situations.

1. Must be able to exercise good judgment in an effort to maintain a safe work environment.

T2O0ONO O AW

CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breech of confidentiality, will
result in my services no longer being needed by STEPS.

I understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.
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Sharon Louise Harrup

321 Virginia Lee Boulevard
Blackstone, VA 23824
(434) 292-4001
sharrup@embargmail.com

EDUCATION

Master of Science Degree, College and Community Counseling
Longwood College, Farmville, VA
May 12, 1990

Master of Social Work
Virginia Commonwealth University, Richmond, VA
Eighteen hours completed

Bachelor of Science Degree, Therapeutic Recreation
Longwood College, Farmville, VA
May 15, 1982

WORK EXPERIENCE
STEPS, Inc. (Southside Training, Employment and Placement Services, Inc)
Farmville, VA - Chief Executive Officer - August, 1990 — present
Duties: Responsible for the management of the corporation under the direction of the
Board of Directors; develop and maintain collaborative relationships with local, state and
federal government elected officials; recruit, hire and provide administrative direction to
all staff; establish an annual budget and oversee all fiscal operations; develop and
monitor all rehabilitation and production facts of the operation while focusing on Total
Quality Management; market, procure and price contract work, focusing on opportunities
available within the Department of Defense and other federal agencies in addition to
State and commercial opportunities; public relation activities for the purpose of increasing
public awareness and community support.

Crossroads Community Services Board — Farmville, VA — Positions held: Coordinator
of Mental Retardation Services; Emergency Services Worker; Coordinator of Supported
Employment Services; Day Support Program Manager; Day Support Instructor — August,
1983 — August, 1990

Southside Virginia Community College — Alberta, VA —
Adjunct Faculty (Lecturer Il) — Fall, 1986 — Fall, 1989

Walnut Hill Convalescent Center — Petersburg, VA — Director of Activities and
Volunteer Services — June, 1982 — August, 1983

Longwood College — Farmville, VA — Resident Assistant — August, 1979 — December,
1980

Union Camp Corporation — Franklin, VA — Clerk Typist — Summers and college breaks,
1978 — 1982



PROFESSIONAL MEMBERSHIPS

Member of the National Rehabilitation Association
Member of the Virginia Rehabilitation Association
Member of the Secure Document Alliance
Member of vaACCSES (trade association)
Blackstone Chamber of Commerce

Farmville Chamber of Commerce

Lunenburg Chamber of Commerce

BOARD MEMBERSHIPS

Genedge Alliance (formerly VPMEP -Virginia's A.L. Philpott Manufacturing Extension Partnership)
Longwood University College of Business and Economics Corporate Advisory Board
Centra Health System Board of Directors

South Central Workforce Investment Board (Executive Committee)

Department of Rehabilitative Services — Employment Services Advisory Council

AWARDS and HONORS
Recipient of the 2005 R.N. Anderson Award for Leadership from the
Virginia Rehabilitation Association

Recipient of the 1996 National Rehabilitation Association,
Mid-Atlantic Region Administration Award

Who's Who Among Students in American Universities and Colleges

National Register of Outstanding College Graduates

International Youth in Achievement

Longwood College Student Government Association — President, Treasurer, Representative
Geist — Leadership Honorary (Longwood College)

CHI

Delta Psi Kappa — Health, Physical Education, Recreation and Dance National Honorary



JOB DESCRIPTION
VICE PRESIDENT OF ADMINISTRATION AND COMPLIANCE

As this position may be the first introduction to STEPS the general public may have, it is
imperative that the individual filling this position recognize the essential role he/she plays in
the success of this organization. This position is responsible to and supervised by the Chief
Executive Officer.

DUTIES:

s Responsible for maintaining personnel files in accordance with federal, state and
CARF accreditation mandates.

2. Responsible for updating production time studies for the processing of payroll.

S Responsible for maintaining accrued leave records and for distributing this
information to each person on an as requested basis.

4. Responsible for tracking annual performance evaluation dates and for notifying
responsible supervisor at least one month prior to required date.

5. Responsible for reporting work place accidents to the Worker's Compensation
Commission and processing paperwork accordingly.

6 Responsible for compiling information for Worker's Compensation Audits.

T Responsible for signing checks and processing accordingly.

8. Responsible for developing long and short range goals for implementation of

training programs; conducts needs assessment to determine company training
needs and evaluates training programs for effectiveness.

9. Responsible for serving as Safety Coordinator for the STEPS organization.

10.  Responsible for viewing all interview materials and monitoring hiring practices to
ensure supervisors are selecting or rejecting applicants in conformance with legal
requirements, particularly EEO guidelines and company policy.

11.  Responsible for interpreting policies and procedures pertaining to federal and state
labor and employment law guidelines and determining employee eligibility under
these laws (Americans with Disabilities Act and Family and Medical Leave Act).

12. Responsible for examining and drafting corporate policies to ensure federal and
state compliance.

13.  Responsible for compiling and submitting EEO statistical reports.

14. Responsible for developing and implementing personnel programs and policies.

15.  Responsible for collecting and examining detailed information about job duties to
prepare job descriptions.

16.  Responsible for conducting surveys to see how our rates compare with others and
to see that the company’s pay scale complies with changing laws and regulations.

17.  Responsible for handling the company’s employee benefits program and ensure
that benefit options are adequately explained to all employees.

18.  Responsible for managing the Employee Rewards and Recognition Program.

19.  Responsible for managing/coordinating company’s drug testing program and
ensuring the proper chain of custody of test samples and maintaining sensitive,
confidential records. Proposing policy/procedures changes as needed.

20. Responsible for investigating charges filed against the company through the Equal



21.

22,

Employment Opportunity Commission (EEOC) and the Office of Federal Contract
Compliance Programs (OFCCP). Documenting the company’s position and
recommending resolutions to the Chief Executive Officer.

Responsible for investigating complaints or discrimination or sexual harassment
brought through internal complaint procedures and recommending resolutions to
the Chief Executive Officer.

Responsible for performing other duties as assigned by the Chief Executive
Officer.

QUALIFICATIONS: Any combination of knowledge, skill, and ability needed to complete the
assigned tasks. Bachelor's degree required and prefer individual with human resource
training beyond high school. Combination of education and related work experience will be
considered.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

o
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11.

12.

18.

Skill in communicating in spoken conversation — adequate volume speech.

Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and emergency information
systems.

Visual acuity, depth perception, and field of vision with normal range.

Must be able to move safely about work area.

Must be able to lift up to 10 Ibs. an average of 3 times per day.

Must be able to reach below shoulders.

Must be able to reach above shoulders.

Must be able to bend/squat/twist/kneel occasionally.

Must be able to turn head 180 degrees occasionally.

Must be authorized for coverage under agency insurance if operating agency vehicle,
have good driving record, valid Virginia driver's license, and/or required level of
personal auto insurance.

Must have the physical stamina to work at least 4 hours per day.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

©ENOOAON S

10
11.

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.



CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’ Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

01~ DI- D1,

Date

07/01/2012



EDUCATION

Cynthia A. Saunders

P. O. Box 906
65 Silver Windmill Lane
Dillwyn, VA 23936
(434) 574-2992

Norfolk State University, Norfolk, VA 23504

Bachelor of Science Degree in Office Administration
May 1984

WORK EXPERIENCE

STEPS,

Inc. — 225 Industrial Park Road, Farmville, VA 23901

June 2004 - present — Vice President of Administration and Compliance

Duties: Develops long and short range goals for implementation of training
programs; conducts needs assessment to determine company training needs and
evaluates training programs for effectiveness. Drafts and implements corporate
policies to ensure federal and state compliance. Monitors hiring and terminating
practices to ensure conformance with legal requirements. Serves as Safety
Coordinator for the organization.

June 2000 — October 2004 — Administrative Assistant

Duties: Serve as the corporation’s personnel director ensuring

compliance with all federal, state and local regulations. Serve as the clerk to the
Management Team through the completion of meeting minutes and notices.
Recording secretary to the Board of Directors. Responsible for donation
acknowledgements and maintaining current status for the Neighborhood
Assistance Program and United Way Agencies. Completion of time studies for
production operations. Serve as a personal assistant to the Executive Director.

July 1985 — June 2000 — Office Manager

Duties: Coordination of all activities occurring in the Main Office — including
greeting guests/customers, overseeing accounts payable, receivable and payroll.
Responsible for making bank deposits, reconciling checking accounts, and for
producing monthly and quarterly financial statements for the Executive Director
and Board of Directors. Responsible for all shipping (UPS, RPS, Freight) and the
monitoring and ordering of equipment and supplies. Responsible for the
supervision of office personnel.



JOB DESCRIPTION
VICE PRESIDENT OF FINANCIAL AND COMMUNITY DEVELOPMENT OPERATIONS

This position pays a vital role in the organization, as he/she is responsible for the overall
financial reporting for the entire organization. This position supervises all financial and
community development staff and is responsible to and supervised by the Chief Executive
Officer. :

DUTIES:

1. Responsible for providing supervision and over-site of the Homeless (HHP & ESG)
DHCD Programs.

2. Responsible for providing supervision and over-site of the Dominion Power
EngeryShare Program.

3. Responsible for providing supervision and over-site of the organization’s payroll,
accounts receivable, accounts payable and general ledger.

4, Responsible for coordinating efforts for organization expansion into additional
housing and other programs.

5. Responsible for coordinating the organization’s IT systems.

6. Responsible for the over-site of the organization’s purchasing.

Ts Responsible for organization’s financial reporting to funders.

8. Responsible for coordinating employee certification, development and training in

the housing programs.
. Responsible for developing resources with vendors/contractors in the local area.

10.  Responsible for the over-site of the organization’s financial monitoring and annual
audit process.

11. Responsible for participation in community efforts including Heartland Local
Planning Group (HLPG), Balance of State Continuum of Care and other not-for-
profit roundtables.

12.  Responsible for performing other duties as assigned by the Chief Executive
Officer.

QUALIFICATIONS: A Bachelor’s degree in a business/accounting curriculum is required with
at least 5 years of experience. Must be proficient in all aspects of computer operations
including Microsoft Office application, Excel, Word, Access and computer networking.
Consideration will be given to a combination of knowledge, skills, and abilities needed to
complete the assigned tasks.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

1 Skill in communicating in spoken conversation — adequate volume speech.

2 Skill in writing/reading.

3. Skill in mathematics.

4. Normal hearing required for conversation, telephone use, and emergency
information systems.

5. Visual acuity, depth perception, and field of vision with normal range.

B. Must be able to move safely about work area.



7. Must be authorized for coverage under agency insurance if operating agency
vehicle, have good driving record, valid Virginia driver’s license, and/or required
level of personal auto insurance.

8. Must have the physical stamina to work at least 8 hours per day.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1. Must be able to change routine in a positive manner.
Must be able to follow through on assignments independently.
Must have good organizational skills.
Work output must be at a competitive level.
Must be able to solve problems as they arise.
Must have stable work behaviors on a daily basis.
Must have adequate individual coping skills.
Must be able to maintain good work attendance.
Must be able to participate in decision making.
Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.
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CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’ Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

/[f//éﬂwww—’ {-7/ -/ R4/

Signature Date

04/01/2014



P.O. Box 121 (804) 492-4360 (home)

6 Fitzgerald Road (434) 390-1858 (cell)

Cumberland, Virginia 23040 (434) 315-5909 (work)
parossmani@verizon.net (H)

pgrossman@STEPS-inc.org (W)

Paul Grossman

Objective

Experience

Innovative and detail goal oriented Manager/CFO/CEO with over 35 years of
experience in project development and operations, program and grant
development, personnel management (1 to 125 people), group insurance
administration, budgeting/accounting/payroll, and marketing, is seeking a
challenging creative opportunity in a government or non-profit environment that
is focused on providing economic development and human services in a rural
community environment.

12/13---Present STEPS, Inc. Farmville, Virginia
Vice President of Financial and Community Development
Operations

Provide supervision and over-site of the Homeless (HPP & ESG) DHCD Programs
Provide supervision and over-site of the Dominion Power EnergyShare Program
Provide supervision and over-site of corporation payroll, A/P, AIR, G/L
Coordinate IT area

Coordinate efforts for agency expansion into additional housing and other
programs

Over-site of agency purchasing
Responsible for agency financial reporting to funders

Coordinate employee certifications, development, and training in the housing
programs

Develop resources with vendors/contractors in the local area
Over-site of agency financial monitoring and annual audit process

Participation in community efforts including Heartland Local Planning Group
(HLPG) Balance of State Continuum of Care and other not-for-profit roundtables

03/07---12/08 Richmond Community Action Agency Richmond, VA
Assistant Vice President of Finance

Supervised Finance Department (Hands on)

Administered Indoor Plumbing Housing Program

Installed new accounting software

Supervised Adult Services Programs including emergency services
Supervised Food Buying coop

Coordinated satellite facilities

Supervised Building and Grounds

09/01—03/07 Powhatan-Goochland Community Action Agency
Chief Financial Officer/Transportation Coordinator/Senior Citizens
Coordinator/IT Coordinator



(Interim Executive Director for 7 months)

= Corrected problems found during previous years audits

= Revised budgeting and financial reporting processes

= Revised financial policies and procedures and Personnel Handbook

= Prepared payroll and tax reports

= Managed building and grounds maintenance

= Maintained computer network

= Purchased supplies/equipment/services

= Prepared all agency budgets and expenditure reports

= Prepared all federal, state, foundation, and private funding applications including
applications for the Department of Housing and Community Development and
Community Services Block Grant

= |nsurance group administrator

= Coordinated 5 “clean” audited fiscal years

= Developed and maintained transportation system for seniors and adults with
disabilities

9/96—8/01 Mobile Data Solutions Incorporated Itasca, IL
Project Manager

Completed over $6.25 million in revenue receipts

Computerized projects (Utility Companies) covering over six states.
Implemented training course for new users — speeding up profitability.
Completed needs assessments for large utility companies

2/91—8/96 City of Richmond DPU Richmond, VA
Administrative Maintenance Supervisor/Project Management

= Improved coordination and cooperation between city departments.

= Provided planning, design, implementation, testing, and training for automation
projects

= Implemented automated dispatching/field service project $2M.

= Trained in Total Quality Management (TQM)

= Assisted with the development of the capital and operating utility city budget

3/89—2/91

Administrative Officer City of Richmond DPU Richmond, VA

= Project Management to replace over 100,000 city gas and water meters $3M

= Streamlined procedures in the purchasing and secretarial department

= Revised procedures to track movement of 150,000 city meters to provide
cost saving measures

= Supervised purchasing including developing specifications of inventory

6/88-3/89

Accountant Deal & Rochkind, PC Richmond, VA
=  Expanded customer base through economic development efforts

= |mproved company communication with customers

= Reduced tax filing time by 15% for clients



2/85—5/88

Director Administrative Services Central VA Community Health Center

= Reduced past due receivables of $250,000 by 75% within six months

= Reorganized accounting department resulting in the elimination of a three

month billing cycle delay

= |mproved facility appearance which resulted in a patient load increase of 20%

*  Prepared Medicaid/Medicare/Blue Cross Cost reports

= Supervised accounting, insurance, purchasing, transportation, facility
maintenance, patient front desk, IT department, data entry departments

Initiated “Pegasus” service (Emergency medical helicopter service)

3/79—2/85

Finance Officer Central Piedmont Action Agency, Inc. Cumberland, VA

= Provided financial and program over-sit of the weatherization program

= Resolved a three year backlog of audit discrepancies saving $125,000

= Monitored over $8M in new budgets with no discrepancy in the fund distribution

= Assisted in grant writing resulting in the rural CVT Bus system and the
Willow Oak Alcohol Rehabilitation Center among others such as Manpower
Programs, Head Start and Day Care programs

e Directed staff of 5 bookkeepers

7/74—3/79

Dir. Early Childhood Programs CPAC Cumberland, VA

= Grant writing resulted in the first Head Start program in Prince Edward County

= |mplemented lesson plans, IEP's, and child evaluations in the classroom

= Prepared the first CDA (Child Development Associate) candidates for
assessment

= Directed staff of 35

7I73—6/74

VISTA Central Piedmont Action Council/U.S. Gov. Cumberland, VA
= Community and Economic Development resulting in a sewing coop

= Assisted in housing repairs and renovations

=  Provided Day Care classroom activities

Education 1969-1973 Bryant University Smithfield Rhode Island
= BS. Business Administration and Economics.
1973—2008 Various Seminars, Workshops, Classes

= Weatherization financial and program ftraining at VACAP (Virginia Community
Action Partnership)

*  Project Management

= Early Childhood Education

= Community Economic Development

= Supervision

= Child Abuse Training

= Accounting for Block Grant & Categorical Grants
= Accounting with Computers



Interests

Presentations/
Awards

Memberships

References

= Purchasing

= Community Economic Development

= Program Planning

= A-133 Auditing

*  Financial Statements

= Human Resources

* HIPPA/COBRA

*  Department of Hosing and Community Development

= Payroll Management

= Accounting, Financial Reporting & Audit Issues of Non-Profit Organizations

Sports, reading, carpentry, computers, travel

= Solving Report Problems

* Meeting the Needs (Automated Dispatching)

= Motorola — Project Commitment and Dedication
= City of Richmond — Project Dedication

= Head Start — Volunteer Time

= VISTA — Pre-Service Training

Board of Directors of the Powhatan Chamber of Commerce (5 years)
Board of Directors (Executive Committee) VaCares (5 Years)

Elderly and Disabled Advisory Committee (EDAC) (Planning District 15)
Powhatan County Utility Infrastructure and Transportation Committee
American Management Association

B'nai B'rith

Virginia Sheriffs’ Institute )

American Institute of Professional Bookkeepers

Board Member of Cumberland Housing for one year

Professional References

Frank Rockwell Executive Director at Powhatan Goochland CAA
Fcr2250@yahoo.com
Ed Fox Project Analyst/Supervisor at Richmond DPU

3141 Darnley Drive
Richmond, Virginia 23235
804-646-7079 (Work)
804-320-9608 (Home)



Jane Little, CPA Consultant and /CFO peer group member
3206 Kensington Ave

Richmond, VA 23221

804-217-9082

Personal References —contact information provided as requested:

James Keller —President/CEO New Horizon Bank

Henry Hall — Former IT Director American Lung Association
James Southworth — Southworth Auto & Power Equipment
Sandra Ownby — Steel Magnolia Spa

James Baber -- Attorney



JOB DESCRIPTION

VICE PRESIDENT OF EMPLOYMENT SERVICES AND BUSINESS
OPERATIONS

Responsible for the planning, administration, coordination and evaluation of all
employment services offered through the entire organization. This position is
designated as the CARF Coordinator. This position supervises all Employment
Services staff and is responsible to and supervised by the Chief Executive
Officer.

DUTIES:
1 Responsible for the supervision and management of STEPS’
Employment Services programs and staff.
2. Responsible for maintaining open communication with referring
agencies to facilitate continued collaborative efforts.
3 Responsible for completing and submitting mandated reports on a
timely basis.

Responsible for attending all agency Management Team meetings.

Responsible for ensuring that the Human Rights of each participant is

upheld while receiving services from the organization. This position is

responsible for training each Employment Services Team member
regarding each individual’s rights and to monitor for adherence.

6. Responsible for educating the community and prospective program
participants about the organization and services provided.

7. Responsible for providing ongoing monitoring to ensure continual
compliance with all CARF mandates. Responsible for revising or
developing new policies to ensure continued CARF compliance.
Responsible for reporting to the Chief Executive Officer any areas of
need and plans to meet the specific standard(s) within the specified
time frames.

8. Responsible for completing reviews of participant files to ensure all are
complete, current, accurate and meet the requirements of all
funding/accreditation mandates.

9. Responsible for providing/scheduling in-service training sessions to
further enhance the skills of the Employment Services Team and other
staff members.

10.  Responsible for ensuring that transportation services are provided in a
safe, cost effective, and timely manner.

11.  Responsible for compiling statistical data regarding participant
services.

12.  Responsible for ensuring compliance with Department of Labor
requirements through the auditing of participant files.

13. Responsible for representing STEPS on community committees as
deemed appropriate by the Chief Executive Officer.
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14.
15.

16.

17

18.

19.

20.

21,

Responsible for the development and maintenance of the Employment
Services Department’s Standard Operating Procedures Manual(s).
Responsible for chairing the Admissions Committee for facility based
services.

Responsible for coordinating staffings and assisting participants in the
development of vocational goals in coordination with the appropriate
supervisory staff, referring agencies, family members, etc.
Responsible for ensuring agency policy is followed regarding
termination from services. This position will coordinate termination
staffings, when appropriate, and will ensure that the participant’s file is
current and complete.

Responsible for ensuring the coordination and completion of all
contracted employment services.

Responsible for the development of new training programs/services as
opportunities are presented.

Responsible for counseling participants as needed concerning
vocational and personal issues.

Responsible for performing other duties as assigned by the Chief
Executive Officer.

QUALIFICATIONS: A bachelor's degree in Human Services or a related field is

required.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

1.

2.
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12.

13,
14.

Skill in communicating in spoken conversation — adequate volume
speech.

Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and
emergency information systems.

Visual acuity, depth perception, and field of vision within normal range.
Must be able to move safely about work area.

Must be able to lift up to 25 Ibs. an average of 2 times per week.
Must be able to carry up to 10 Ibs. an average of 2 times per week.
Must be able to reach below shoulders.

Must be able to bend/squat/twist/kneel occasionally.

Must be authorized for coverage under agency insurance if operating
agency vehicle, have good driving record, valid Virginia driver's
license, and/or required level of personal auto insurance.

Must be able to physically transfer client from a wheelchair in a safe
manner.

Must have physical stamina to work at least 8 hours per day.

Must be able to tolerate heat and humidity.



EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe
work environment.

TP HNOMmA MM

CONFIDENTIALITY STATEMENT
I acknowledge the receipt of a copy of STEPS’ Employee Handbook.

I understand that persons receiving STEPS services (participants) are protected
by a code of Human Rights. | further understand that | am not to discuss issues
concerning STEPS participants as this information is confidential and cannot be
released per state law. | am also aware that violation of participants’ rights,
which includes breech of confidentiality, will result in my services no longer being
needed by STEPS.

| understand the responsibilities of this position and am capable of performing the
physical and emotional demands required.

e A2/

[ t
// Date

/_Sighatdre

08/20/04

Revised 09/15/04
Revised 10/30/06
Revised 08/16/11



JOB DESCRIPTION
CASE MANAGER
Responsible for the planning, coordination, and implementation of all assigned services

offered by STEPS, Inc. This position is supervised by and responsible to the Vice President
of Financial and Community Development Operations.

DUTIES:

1s Responsible for providing case management service based on general
requirements and program/service specific requirements.

2. Responsible for completing intake, assessment and eligibility services to include
explanation of services offered, determination of service needs, and development
of service strategy plans.

3. Responsible for maintaining a positive, professional and open relationship with
local service agencies.

4, Responsible for insuring that the human rights of each participant are upheld while
receiving services from this organization. This position is responsible for training
each team member regarding each individual’s rights and to monitor for adherence.

B. Responsible for the day-to-day coordination, monitoring, and assurance of
completion of all assigned service programs.

6. Responsible for ensuring the development of short and long term training goals,
that are measurable, in coordination with the participant and other staff and/or
agencies. This position will, in conjunction with other staff, coordinate/perform
case staffing and service planning meetings as dictated by the service being
provided.

78 Responsible for ensuring that all participant files are complete, current, accurate
and meet the requirements of all monitoring agencies.

8. Responsible for ensuring the files are securely maintained.

9. Responsible for counseling participants as needed concerning program and

personal issues.

10.  Responsible for ensuring agency policy is followed regarding termination of
services. This position will ensure the participant file is up to date and all service
cessation forms/reports are completed in a timely manner. This position will
ensure that all necessary individuals/agencies are informed of the termination and
that appropriate information concerning alternate services is provided to the
participant.

11.  Responsible for educating the community and perspective participants about the
organization and services provided.

12.  Responsible for training staff/supervisors in proper procedures for instructing
participants through the use of documented training methods.

13.  Responsible for coordinating the initial one-on-one training for participants
assigned to new work areas.

14.  Responsible for processing monthly billing.

15.  Responsible for performing other duties as assigned by the Vice President of
Financial and Community Development Operations.



QUALIFICATIONS: Graduate from an accredited college/university with a degree in Human
Services or related field preferred. Experience working in government funded programs
preferred. A combination of education/work experience may be substituted. Must have a
valid Virginia Driver's License and acceptable driving record. Must pass drug screening and
qualify to pass criminal background check. Must be willing/able to work weekends, nights
and holidays as needed. Must be organized and able to work independently with little direct
supervision.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
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13.
14.
15.
16.

TE.
18.
19.
20.
21
22,
23.

24.
25.
26.
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Skill in communicating in spoken conversation — adequate volume speech.

Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and emergency
information systems.

Visual acuity, depth perception, and field of vision within normal range.
Accurate color vision.

Must be independently mobile on all surfaces and situations.

Must be able to move safely about work area.

Must be ambulatory on all surfaces and situations.

Must be able to lift at least 50 Ibs. an average of 20 times per day.

Must be able to stand at least 12 hours per day and sit at least 12 hours per day.
Must be able to carry up to 35 Ibs. an average of 10 times per day.

Must be able to push/pull repetitively up to 35 Ibs. an average of 10 times per day.
Must have bilateral use of hands for repetitive single grasp and release tasks.
Must have bilateral use of hands for repetitive fine manipulation.

Must have bilateral use of foot/feet for repetitive movement as on operating foot
controls.

Must be able to reach below shoulders.

Must be able to reach above shoulders.

Must have full active range of motion for all extremities.

Must be able to climb steps, ladder, and ramps frequently.

Must be able to bend/squat/twist/kneel frequently.

Must be able to turn head 180 degrees frequently.

Must be authorized for coverage under agency insurance if operating agency
vehicle, have good driving record, valid Virginia driver’s license, and/or required
level of personal auto insurance.

Must be able to perceive size, shapes, and/or textures.

Must be able to physically transfer client from a wheelchair in a safe manner.
Must have the physical stamina to work at least 12 hours per day.

Must be able to tolerate heat and humidity.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

1.

2
3.
4.

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.



Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

Must be able to respond appropriately to emergency situations.

Must be able to exercise good judgment in an effort to maintain a safe work
environment.
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CONFIDENTIALITY STATEMENT

| acknowledge the receipt of a copy of the Personnel Policies and understand that persons
receiving services (participants) at STEPS are protected under these rights. | further
understand that | am not to discuss issues concerning STEPS participants working at STEPS
as this information is confidential and cannot be released per state law.

| am also aware that violation of participants’ rights, which includes breach of confidentiality,
will result in my services no longer being needed by STEPS.

Further, | understand the responsibilities of this position and am capable of performing the
physical and emotional demands required.

N
“‘gig)nature Date
02/05/2014

Revised 08/28/2014



1751 Brick House Road
Saxe, Virginia 23967

(434) 454-9388

Teresa S. Toombs

Objective: To obtain a challenging positon utilizing my skills and experience

Work Experience:

Case Manager (2000-present)

STEPS Incorporated, Farmville, Virginia

Provide case management services based on general requirements and program/service
specific requirements

Complete intake, assessment, and eligibility services to include explanation of services
offered, determination of service needs, and development of service plans

Maintain a positive, professional, and open relationship with local service agencies

Ensure the human rights of each participant are upheld while receiving services from this
organization. This position is responsible for training each team member regarding each
individual's rights and to monitor for adherence

Ensure development of short and long term training goals, that are measurable, in
coordination with the participant and other staff and/or agencies. This position will, in
coordination with other staff, coordinate/perform case staffing and service planning meetings
as dictated by the service being provided

Educating the community and perspective participants about the organization and services
provided

Outreach Worker (2000)

Central Piedmont Action Council (CPAC), Cumberland, Virginia

Recruited low income residents of Charlotte County for program services
Processed applications and determined eligibility, processed reports

Networked with local businesses, government, civic groups, and community organizations for



available resources

Established advisory board

Education:

Bethel Hill High School, Woodsdale, North Carolina

High School Diploma (1968)

Achievements:

Employee of the Month (2007-2008)

Certificate in "Excelling as a Manager or Supervisor" (2006)

Certificate in "Working with Difficult Clients" (2006)

Certificate in "Working with Clients with a History of Substance Abuse" (2006)

CARF Accreditation (2012)

Community Activity Involvement:

Member of School Advisory Committee
Teacher's Aide/Substitute Teacher
Spokesperson/Planner for Community Projects
Cub Scout Leader

Youth/Adult Bible School Director

Community Representative for School Board
Member of several Task Force Teams

School Office Clerk volunteer

Habitat for Humanity Board Member



JOB DESCRIPTION
HOUSING CASE MANAGER

The Housing Case Manager works with families and individuals who have experienced
periods of homelessness and/or are experiencing significant risks of homelessness using a
housing-first approach, focusing efforts on any areas that directly impact obtaining and
maintaining permanent housing, while ensuring the appropriate documentation and reports
are completed in a thorough and up-to-date manner. Responsible for the planning,
coordination, and implementation of all housing services offered by STEPS, Inc. This
position is supervised by and responsible to the Vice President of Financial and Community
Development.

DUTIES:

1. Responsible for assisting with determining consumer eligibility for financial
assistance and monitoring grant compliance and spending.

2. Responsible for developing, providing, and monitoring individualized service plans
(ISPs) with the primary goal of obtaining and maintaining permanent housing. This
includes identification of existing barriers to self-sufficiency, setting housing and
income goals and developing an action plan in collaboration with other services
team members.

3. Responsible for completing HMIS documents and quarterly reports in a timely and
accurate manner.

4. Responsible for attending staff meetings and in-service training as needed or
necessary.

3. Responsible for providing individual, housing-focused case management for
consumers, serving as coordinator of services, providing assessment, referral and
follow-up to address any needs that impact housing stability.

B. Responsible for creating, updating, and implementing all facets of weekly and
monthly budgeting.

it Responsible for establishing a good working relationship with other public and
private agencies/services, and interfacing collaboratively and establishing ongoing
linkages and supports for individual consumers.

8. Responsible for establishing a professional supportive relationship with all
consumers.

9. Responsible for ensuring that all consumers understand program guidelines and

remain focused on housing stability goals.

10.  Responsible for conducting intake interviews including case history and
assessment of needs.

11.  Responsible for educating family members regarding existing community services,
and acting as an advocate in connecting family members to these services.

12.  Responsible for assisting consumers with use of community resources, making
referrals as needed. Keeping agency files/lists current and updated.

13.  Responsible for regularly evaluating activities and accomplishments of consumers
with relation to their established goals in order to ensure continued program
fulfillment.



14.  Responsible for documenting consistently, completing all relevant forms, including
intakes, assessments, weekly evaluations, quarterly and monthly statistics, reports,
and grant reports.

15.  Responsible for ensuring that consumer documentation is in order including
assessments, referrals, billing forms, and signed grogram guidelines.

16.  Responsible for accurately completing all required data reporting in accordance
with established guidelines.

17.  Responsible for participating in all data collection trainings.

18.  Responsible for participating in development and fundraising activities as needed
and requested (ex: meeting with donors, providing tours, attending fundraising
events).

19.  Responsible for ensuring that all consumer files are complete, current, accurate
and meet the requirements of all monitoring agencies.

20. Responsible for ensuring the files are securely maintained.

21. Responsible for ensuring agency policy is followed regarding termination of
services. This position will ensure the consumer file is up to date and all service
cessation forms/reports are completed in a timely manner. This position will
ensure that all necessary consumers/agencies are informed of the termination and
that appropriate information concerning alternate services is provided to the
consumer.

22. Responsible for overseeing that financial expenditures are within budget limits.

'23.  Responsible for performing other duties as assigned by the Vice President of
Financial and Community Development.

QUALIFICATIONS: Graduate from an accredited college/university with a degree in Human
Services or related field preferred. Experience working in government funded programs
preferred. A combination of education/work experience may be substituted. Must have a
valid Virginia Driver's License and acceptable driving record. Must pass drug screening and
qualify to pass criminal background check. Must be willing/able to work weekends, nights
and holidays as needed. Must be organized and able to work independently with little direct
supervision.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

Knowledge of crisis intervention and family case management.

Knowledge of the various community based family service programs and activities.
Knowledge of conflict resolutions strategies.

Knowledge of financial counseling and related subjects.

Knowledge of basic housing counseling skills and techniques.

Knowledge of diversion and targeted prevention procedures.

Knowledge of the use of personal computers and standard office software.

Effective oral and written communication skills.

. Ability to accurately track and report data.

0. Ability to maintain meticulous and up-to-date case files.

1. Ability to correctly assess situations within scope of responsibility and to make sound
judgments within existing laws, policies and regulations.

12. Ability to establish and maintain effective working relationships with parents, children, co-
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workers and with representatives of other agencies and programs.
13. Ability to plan daily activities to achieve identified goals.
14. Ability to independently problem-solve and provide guidance to other team members.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

. Must be able to participate in decision making.

10. Must be able to respond appropriately to emergency situations.
11. Must be able to exercise good judgment in an effort to maintain a safe work environment.
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CONFIDENTIALITY STATEMENT

| acknowledge the receipt of a copy of the Personnel Policies and understand that persons
receiving services (participants) at STEPS are protected under these rights. | further
understand that | am not to discuss issues concerning STEPS participants working at STEPS
as this information is confidential and cannot be released per state law.

| am also aware that violation of participants’ rights, which includes breach of confidentiality,
will result in my services no longer being needed by STEPS.

Further, | understand the responsibilities of this position and am capable of performing the
physical and emotional demands required.

Sl 0 o B C/5/ 14

Signature Date

03/24/2014
Revised 05/30/2014
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BRENDA BOWLER

313 High Street , Victoria, VA 23974 | H: 4342943320 | C: 434-294-3320 | bbowler@steps-inc.org

Summary

Resourceful and highly motivated support specialist talented at mastering new skills, processing new
information, networking, and relationship development. Focused on situational assessments and work
adjustment training of those individuals with disabilities as well as homelessness prevention/rapid rehousing.
A team player who maintains a sense of humor under pressure. A former Child Protective Service worker
who believes taking a child away form a parent or family should be the last resort, not the first option. A
former Adult Protective Services worker who believes strongly in addressing treatment of the elderly as a
social issue and responding to reports of elderly abuse or neglect. Casework seiting experience includes
juvenile and domestic relations court, assisted living facilities, foster homes and residences.

Highlights

Tearn player

Clean driving record

Excellent memory for faces and names

Positive atlitude

Court procedures familiarity

Experience working with disabled persons
.People oriented

File/records maintenance

Low income and homelessness populations

Sacial services background
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Accomplishments

Managed a caseload of more than 50 clients at any given time. Assisted more than 50 clients in obtaining
education and employment. Received the W.E.B. Dubois award for academic excellence in the field of
Sociology. Received the Certificate of Academic Honor from NSU. Graduated in the top 20 of my high school
graduating class of 125. A member of the Association of Concerned Sociologists (NSU). Worked with over 20
special education students, grades 10 through 12, for 21/2 years. Obtained ABE ceriification in 1987 to teach
adult basic education. Participated in the implementation of parenting classes during my tenure at Lunenburg
County DSS. A member of the Virginia Association of Housing Counselors (VAHC).

Experience

Support SpecialisttHPP,ESG, Diversion and Rapid Rehousing Case Manager 10/2011 to Current
STEPS,Inc. Victoria, VA
Responsible for assisting with the Implementation of all service related activities necessary to facilitate
successful training, employment, and support services for participants. Responsible for assessing, arranging,
coordination, and monitoring the delivery of individualized services to facilitate housing stability for program
participants residing in permanent housing or to assist a program participant in overcoming immediate barriers
to obtaining housing.

Data Entry Clerk 07/2011 to 10/2011
Pearson's Appraisal Services Victoria, VA
Pravided the input of real estate, persanal property, and business personal property data into the computer
after it has been assessed for tax purposes.
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Administrator 03/2010 to 08/2010
Cralle Manor - Adult Residential Living Facility Kenbridge, VA
Created and maintained all staff and residents records and schedules. Provided maintenance to ensure a
clean environment in and around the facility. Occasionally prepared meals for the residents. Supervised the
ordering of food and supplies. Supervised the residents and staff, while also establishing a solid foundation

far both.
Social Worker 09/2008 to 01/2009
United Methodist Family Services/UMFS LaCrosse, VA

Provided social work and case management services to Treatment Foster Care, Adoption, and Family Care
clients. Provided a variety of services including intake, assessment, in-home counseling, crisis intervention,
referral, report writing, family unification, discharge planning and maintaining files.

Personal Caregiver 08/2007 to 08/2008
Lee's Companion Services Kenbridge, VA
Worked as a live-in companion/nursing assistant in a private household for two elderly ladies with chronic
diagnosis, including Alzheimer and physical disabilities as a result of an aneurysm as well as a series of
strokes. Duties consisted of preparing meals, assisting and supervising baths; administering medication, and
providing transportation to medical appointments, shopping and other activities of daily living.

Social Worker 06/1992 to 04/2007
Lunenburg County Department of Social Services Lunenburg , VA
Provided information on local agency services and community resources. Identified problems and determined
immediate needs such as counsefing. Assisted with emergency needs such as food, shelter and other [ife
threatening situations. Provided adult services, foster care and adoptions, employment services, adult and
child protective services.

Counselor/Trainer 09/1989 to 06/1992
C-PAC - Central Piedmont Action Council Cumberland, VA
Worked as a counselor/trainer in connection with Piedmont Regional Jail staff to provide pre and post release
services prior to and upon re-entiry of ex-offenders into mainstream society.

VISTA - Literacy Instructor 10/1987 to 08/1989
Longwood College - Office Of Continuing Studies Farmville, VA
Worked as a paid literacy instructor serving the county of Nottoway, mainly those at risk of remaining illiterate.
Taught adults how to read and write using created lesson plans from research research based teaching
strategies. Provide classroom activities and developed incentives to keep participants in class. Tutored adult
students on an individual basis as well as intimate groups of 2-3 persons,

Substitute Teacher 021987 to 06/1987
Nottoway County School Board Nottoway, VA
Taught Consumer Math at the 9th through 12th grade level for four consecutive months. Consumer Math is
typically offered in high schools and some elementary schools. Consumer Math includes & review of
elementary arithmetic, including fractions, decimals, and percentages.

L.oss Prevention - Security Officer 10/1987 to 02/1987
Ames Department Store Blackstone, VA
Provide surveillance in order o caich and prosecute shoplifters as well as vandalism, cash handling theft,
inventory control, and a variety of employee activities in order to minimize the financial losses of a retail

operation.
Internship 05/1986 to 08/1986
Norfolk Juvenile & Domestic Relations Court Norfolk, VA

Completed 480 hours including a two week orientation period observing courfrooin procedures. Became
familiarized with the various types of petitions; process of filing petitions as well as when/whether it is
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necessary to file a petition against or on behalf of a juvenile. Learned that there are some cases where the
situation could be handled unofficially through counseling, mediation, or referral to other agencies,

Education
Bachelor of Science: Sociology with emphasis in Criminal Justice 1986
Norfolk State University Norfolk, VA
High School Diploma 1978
Nottoway Senior High School Nottoway, VA
Certificate: Math & Science 1976
Bennett College Greenshaoro, NC

National Science Foundation Summer Schoal Institute in Science & Math (6 Weeks)



JOB DESCRIPTION

BOOKKEEPER

This position is responsible for the daily completion of activities related to the overall
management of the fiscal operations. This position is responsible to and supervised by the
Vice President of Financial Operations.

DUTIES:
T,

2.
3.
4
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10.
11.

12.
13.

14.
15.

16.
18.
19.
20.

21
22.
23:
24.
25.

Responsible for recording in the Receipts and Disbursements Journal all facility
transactions.

Responsible for maintaining up to date Accounts Payable and Receivable Journals.
Responsible for posting all transactions to the General Ledger.

Responsible for balancing the facility checkbook with the monthly bank statement
and the Receipts and Disbursements Journal.

Responsible for reconciling the bank statement to the General Ledger.
Responsible for maintaining a monthly listing of outstanding Accounts Payable and
Accounts Receivable.

Responsible for presenting to the Vice President of Financial Operations a listing of
payables on a weekly basis.

Responsible for compiling a monthly Income Statement with budget comparisons
report to be presented to the Vice President of Financial Operations.

Responsible for the weekly/monthly/yearly reporting and payment of all mandated
taxes: retail, state income, state unemployment, federal and FICA.

Responsible for preparing and making bank deposits.

Responsible of recording all data necessary for new staff system setup and
maintenance.

Responsible for preparing staff, participants and hourly workers payroll checks.
Responsible for completing all 1099’s and W-2's for staff, hourly workers and
participants.

Responsible for monitoring and reporting cash flow to ensure adequate funding for
payroll and other fiscal liabilities.

Responsible for monitoring lines of credit and ensuring payments are made on
time.

Responsible for preparing journal entries.

Responsible for preparing payroll summary reports.

Responsible for monitoring and reporting cash receipts and receivables balances.
Responsible for monitoring electronic receipts.

Responsible for preparing and processing employee payroll changes including
Victoria on-site data entry and processing as needed.

Assist with set up changes to the accounting software.

Assist with answering phones as needed.

Assist with recycling truck delivery recording.

Responsible for ordering office and other facility supplies.

Responsible for completing other tasks as assigned and needed.



QUALIFICATIONS: An Associate's degree in a business/accounting curriculum is preferred,
but consideration will be given to a combination of knowledge, skills, and abilities needed to
complete the assigned tasks.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

PON-

Skill in communicating in spoken conversation — adequate volume speech.
Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and emergency
information systems.

Visual acuity, depth perception, and field of vision within normal range.
Accurate color vision.

Must be independently mobile on all surfaces and situations.

Must be able to move safely about work area.

Must be ambulatory on all surfaces and situations.

Must be able to stand at least 2 hours per day and sit at least 12 hours per day.
Must have bilateral use of hands for repetitive single grasp and release tasks.
Must have bilateral use of hands for repetitive fine manipulation.

Must be able to perceive size, discrimination, temperature, shapes, and/or textures.
Must have the physical stamina to work at least 12 hours per day.

Must be able to tolerate heat and humidity.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

SR O et B %

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.

Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making and initiate ideas for system
improvements.

Must be able to respond appropriately to emergency situations.

Must be able to exercise good judgment in an effort to maintain a safe work
environment.



CONFIDENTIALITY STATEMENT

I acknowledge the receipt of a copy of the Personnel Policies and understand that persons -
receiving services (participants) at STEPS are protected under these rights. | further
understand that | am not to discuss issues concerning STEPS participants working at STEPS
as this information is confidential and cannot be released per state law.

| am also aware that violation of participants’ rights, which includes breach of confidentiality,
will result in my services no longer being needed by STEPS.

Further, | understand the responsibilities of this position and am capable of performing the
physical and emotional demands required.

SMuakine Sieoes %@\%\lw\

L
Signature 0 Daté

Revised 12/04/01
Revised 08/20/04
Revised 10/08/04
Revised 02/26/10
Revised 02/05/14



Justine Troyer
312 Holland Rd
Farmville, Va. 23901
434-315-3272

mustang99 me(@yahoo.com

Objective: Seeking Position of Book keeper

Qualifications:

+
*
+*
-
i
i

Communicative with clients
Multitask when needed
Computer smart

Team player

Quick learner

B.A in Business Administration

Experience:

ko S o

*Bookkeeper, STEPS Inc., Farmville, VA.

Animal Caretaker, Three Oaks Pet Resort, Farmville, Va.
Personal Assistant, Heartland Fabrics, Farmville, VA
Self-employed/housecleaning, Farmville, VA

Equine Caretaker, Four Winds Arabian Farm, Farmville, VA
Assistant, Brookleigh Country Club, Farmville, Va

Barn Assistant, The Merry Go Round Farm, Farmville, VA

Employers:

Lk ok S S

STEPS Inc., Paul Grossman, Jan 2014-present

Three Oaks Pet Resort, Jessica Bristol, May 2012-Jan 2014
Heartland Fabrics, Ellen Troyer, Sept 2009- present

Brookleigh Country Club, Greg Smith, May 2007-April 2007

The Merry Go Round Farm, Ann Reynolds, June 2005-April 2007
Four Winds Arabian Farm, JoAnne Boles, 2005-2009



Education:
+ Accounting degree in 2001 from Ashworth College
+ Associate of Science degree from Southside Va. Community College in
Keysville, Va. Graduated May 2007
+ B.A in Business Administration at Midway College, Midway KY graduated
in May 2010

References:
£ JoAnne Boles: 434-392-5707
4+ Greg Smith: 1-603-793-1584
4 Justine Young: 434-574-2461
+ Jill Metcalf: 434-568-0035
4+ Darrel Hodges: 434-607-5753
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JOB DESCRIPTION
CHIEF ADMINISTRATIVE OFFICER

As this position may be the first introduction to STEPS the general public may have, it is
imperative that the individual filling this position recognize the essential role he/she plays in
the success of this organization. This position is responsible to and supervised by the
President and Chief Executive Officer.

DUTIES:

1. Responsible for maintaining personnel files in accordance with federal, state and
CARF accreditation mandates.

2. Responsible for updating production time studies for the processing of payroll.

3 Responsible for overseeing accrued leave records and for distributing this
information to employees.

4. Responsible for tracking annual performance evaluation dates and for notifying
responsible supervisor at least one month prior to required date.

b. Responsible for reporting work place accidents to the Worker's Compensation
Commission and processing paperwork accordingly.

6. Responsible for compiling information for Worker's Compensation Audits.

Fs Responsible for signing checks and processing accordingly.

8. Responsible for developing long and short range goals for implementation of

training programs; conducts needs assessment to determine company training
needs and evaluates training programs for effectiveness.

9. Responsible for serving as Safety Coordinator for the STEPS organization.

10.  Responsible for viewing all interview materials and monitoring hiring practices to
ensure supervisors are selecting or rejecting applicants in conformance with legal
requirements, particularly EEO guidelines and company policy.

11.  Responsible for interpreting policies and procedures pertaining to federal and state
labor and employment law guidelines and determining employee eligibility under
these laws (Americans with Disabilities Act and Family and Medical Leave Act).

12. Responsible for examining and drafting corporate policies to ensure federal and
state compliance.

13.  Responsible for compiling and submitting EEO statistical reports.

14. Responsible for developing and implementing personnel programs and policies.

15. Responsible for collecting and examining detailed information about job duties to
prepare job descriptions.

16.  Responsible for conducting surveys to see how our rates compare with others and
to see that the company’s pay scale complies with changing laws and regulations.

17. Responsible for handling the company’s employee benefits program and ensure
that benefit options are adequately explained to all employees.

18.  Responsible for managing the Employee Rewards and Recognition Program.

19. Responsible for managing/coordinating company’s drug testing program and
ensuring the proper chain of custody of test samples and maintaining sensitive,
confidential records. Proposing policy/procedures changes as needed.

20. Responsible for investigating charges filed against the company through the Equal
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22.

Employment Opportunity Commission (EEOC) and the Office of Federal Contract
Compliance Programs (OFCCP). Documenting the company’s position and
recommending resolutions to the Chief Executive Officer.

Responsible for investigating complaints or discrimination or sexual harassment
brought through internal complaint procedures and recommending resolutions to
the President and Chief Executive Officer.

Responsible for performing other duties as assigned by the President and Chief
Executive Officer.

QUALIFICATIONS: Any combination of knowledge, skill, and ability needed to complete the
assigned tasks. Bachelor's degree required and prefer individual with human resource
training beyond high school. Combination of education and related work experience will be
considered.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

A O Iy =
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10
11,
12

13

Skill in communicating in spoken conversation — adequate volume speech.
Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and emergency information
systems.

Visual acuity, depth perception, and field of vision with normal range.
Must be able to move safely about work area.

Must be able to lift up to 10 Ibs. an average of 3 times per day.

Must be able to reach below shoulders.

Must be able to reach above shoulders.

Must be able to bend/squat/twist/kneel occasionally.

Must be able to turn head 180 degrees occasionally.

.Must be authorized for coverage under agency insurance if operating agency vehicle,

have good driving record, valid Virginia driver's license, and/or required level of
personal auto insurance.
Must have the physical stamina to work at least 4 hours per day.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

1.

B 0o B UL Dt

10.
1.

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.



CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’' Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

Signature Date

09/02/2014



JOB DESCRIPTION

CHIEF OPERATING OFFICER

The Chief Operating Officer (COO) is primarily responsible for the management of STEPS’
Direct Client and Business Services’ programs. Reporting to the President and CEO, the
COO has the primary responsibility for planning (with the Planning Coordinator),
development, and evaluation of the activities of the agency’s direct client and business

Services.

DUTIES:

g
2.

3.

10.

11.
12.
13.

Responsible for developing direct programs and business services consistent with
community needs.

Responsible for all facets of programming and service delivery including proposal
writing, planning, budgeting, implementing, evaluating, and submitting of reports.
Responsible for monitoring program and business services to ensure consistency
with criteria established by funding sources and the mission and goals of the
organization.

Responsible for providing training for staff and developing procedures, models,
and comprehensive frameworks of service delivery.

Responsible for developing and administering program budgets with the CFO and
main budgetary controls.

Responsible for maintaining accurate and complete statistical records for all
program services.

Responsible for ensuring consistent and meaningful evaluation, regularly obtaining
statistical and qualitative feedback about program and service delivery to assess
impact and success and to make needed changes and improvements as indicated.
Responsible for overseeing the recruitment, selection, and performance
evaluations of direct client services and business operations personnel in
coordination with the Vice President of Administration and Compliance.
Responsible for representing STEPS at meetings and conferences with local, state
and/or federal groups and agencies concerning matters relating to direct client
services and business operations.

Responsible for planning, coordinating, and directing professional, technical, and
support staff in providing programs related to direct client and business services.
Responsible for overseeing IT and communication operations.

Responsible for participating in regular Management Team Meetings.

Responsible for performing other duties as assigned by the President and Chief
Executive Officer.

QUALIFICATIONS: A Bachelor's degree in Business or a Human Service's field is required.
Must be proficient in all aspects of computer operations including Microsoft Office
application, Excel, Word, Access and computer networking.



PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1. Skill in communicating in spoken conversation — adequate volume speech.
2, Skill in writing/reading.
2 Skill in mathematics.
4 Normal hearing required for conversation, telephone use, and emergency
information systems.

5. Visual acuity, depth perception, and field of vision with normal range.

;8 Must be able to move safely about work area.

ifly Must be authorized for coverage under agency insurance if operating agency
vehicle, have good driving record, valid Virginia driver’s license, and/or required
level of personal auto insurance.

8. Must be willing to work flexible hours.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

Must be able to change routine in a positive manner.

Must be able to follow through on assignments independently.
Must have good organizational skills.

Work output must be at a competitive level.

Must be able to solve problems as they arise.

Must have stable work behaviors on a daily basis.

Must have adequate individual coping skills.

Must be able to maintain good work attendance.

Must be able to participate in decision making.

Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.

Must have supervisory experience.

= =2 OO ~NOOTDhWON-=
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CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’ Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

Signature Date

09/02/2014



JOB DESCRIPTION

CHIEF FINANCIAL OFFICER

Monitors and assures the proper functioning of the fiscal processes of the agency. This
position is responsible to and supervised by the Chief Operating Officer.

FINANCIAL MANAGEMENT DUTIES:

8
2.

3.

4.

Responsible for ensuring coordination of agency program budgets.

Responsible for taking the lead with Chief Operating Officer and President and
Chief Executive Officer in budget development.

Responsible for overseeing preparation of fiscal reports and assuring performance
of the annual audit as well as needed programmatic “funder” audits.

Responsible for directing the preparation of reports to the Board of Directors and
other appropriate authorities.

FINANCIAL PROCEDURES:

8. Responsible for reviewing and approving all requests for expenditures prior to
issuing purchase authority.

6. Responsible for approving entry of all accounts payable invoices prior to posting to
the general ledger.

7. Responsible for reviewing monthly aged payable reports and verifying
reconciliation to the general ledger balances.

8. Responsible for reviewing and approving all entries made for receivables prior to
posting to the general ledger.

9. Responsible for reviewing grant reimbursement requests prior to submission.

10.  Responsible for reviewing monthly receivables reports and verifying reconciliation
to the general ledger balances.

11. Responsible for reviewing bank reconciliations each month.

12. Responsible for preparing necessary adjustments to the trial balance.

13.  Responsible for reviewing trial balance for necessary adjustments at month end.

14.  Responsible for preparing monthly financial statements for the President and CEO,
COO, and Board of Directors and to County Administrators as needed.

15. Responsible for reviewing monthly reports with the President and CEO and COO.

16. Responsible for making budget changes as needed.

17.  Responsible for ensuring that steps are taken to maintain appropriate internal
financial controls.

18.  Responsible for reviewing payroll reports prior to printing checks or submitting
direct deposit file information.

LEGAL COMPLIANCE:

19.  Responsible for ensuring compliance with state and local laws and contractual
obligations, as well as reporting and financial obligations attached to receipt of
state, federal, local government, foundation, and corporate grants.

20. Responsible for ensuring compliance with all pertinent regulations attached to

receipt of state and federal funds, as well as legally binding requirements of



programs operated by the agency.

STAFF TO BOARD OF DIRECTORS:

21.  Responsible for functioning as fiscal staff to the Board of Directors through the
President and CEO by preparing all financial reports and ensuring that Board
members have all pertinent fiscal information necessary to fulfill their obligation to
administer the organization.

POLICIES AND PROCEDURES:

22.  Responsible for drafting, maintaining and recommending improvements and
accuracy as necessary and appropriate to the agency’s Accounting Policies and
Procedures, in cooperation with the President and CEO, for approval by the Board
of Directors.

COORDINATION:

23. Responsible for working with the President and CEO and the COO, and Vice
President of Administration and Compliance, and Planning Coordinator to prepare
annual budgets for submission to various funding agencies and the Board of
Directors.

PERSONNEL:
24.  Responsible for hiring adequate staff within the budgetary restraints to process the
financial and payroll functions of the agency.
25.  Responsible for providing proper training for staff to ensure competency to
complete tasks assigned to them.

AUDIT MANAGEMENT:
26. Responsible for issuing RFP for audit bids when required.
27.  Responsible for interacting with auditors to ensure year-end financial audit report is
prepared and presented in a timely way.

QUALIFICATIONS: A Bachelor's degree in Accounting, Business Administration, or related
field. CPA preferred. Experience in program/fund accounting or management. Experience
in grant budgeting. Must have computer skills along with management experience in the not-
for-profit arena, with additional experience in working with community-based organizations
preferred. MIP software experience preferred.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1. Skill in communicating in spoken conversation — adequate volume speech.
2 Skill in writing/reading.
3. Skill in mathematics.
4 Normal hearing required for conversation, telephone use, and emergency
information systems.
Visual acuity, depth perception, and field of vision with normal range.
Must be able to move safely about work area.
Must be authorized for coverage under agency insurance if operating agency

= @



vehicle, have good driving record, valid Virginia driver’s license, and/or required
level of personal auto insurance.
8. Must be willing to work flexible hours.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1 Must be able to change routine in a positive manner.
Must be able to follow through on assignments independently.
Must have good organizational skills.
Work output must be at a competitive level.
Must be able to solve problems as they arise.
Must have stable work behaviors on a daily basis.
Must have adequate individual coping skills.
Must be able to maintain good work attendance.
Must be able to participate in decision making.
Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.
12.  Must have supervisory experience.

—> %00 00 Sl NN o G 1O
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CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’ Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. | further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

Signature Date

09/02/2014



JOB DESCRIPTION

PLANNING COORDINATOR

This position is responsible to and supervised by the Chief Operating Officer.

DUTIES:

1.

2.

3.

11.

12.

Responsible for the grant writing for new projects and renewals (CSBG, Counties,
Title V) plus assisting Chief Operating Officer in renewal grant writing.
Responsible for assisting Chief Operating Officer with new program development,
staffing and operations.

Responsible for assisting Chief Operating Officer with development of client
outcome database.

Responsible for Community Services Block Grant (CSBG) quarterly and annual
reporting.

Responsible for assisting Chief Operating Officer with agency IT and
communication needs and computer products, services, and training.
Responsible for providing outcome reporting support to the Chief Operating
Officer.

Responsible for developing with the President and CEO marketing research and
promotional materials.

Responsible for preparing annual agency report.

Responsible for maintaining agency website.

Responsible for assisting Victoria Plant Manager with obtaining new lines of
production.

Responsible for assisting Vice President of Administration and Compliance with
periodic Employee Benefit reviews.

Responsible for performing other duties as assigned by the Chief Operating
Officer.

QUALIFICATIONS: A Bachelor's degree in Human Service, Communications, or Public or
Business Administration. Experience in program/fund development and marketing.
Experience in public relations, proposal/grant writing, and working with Boards and
committees. Must have computer skills (Word/Power Point/Access/Excel), public speaking
skills, and experience in the not for profit or government arena, with experience in community
and project organizing, and working with community-based organizations preferred.

PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:

1.
2.
3
4

5.

Skill in communicating in spoken conversation — adequate volume speech.
Skill in writing/reading.

Skill in mathematics.

Normal hearing required for conversation, telephone use, and emergency
information systems.

Visual acuity, depth perception, and field of vision with normal range.



6. Must be able to move safely about work area.

7. Must be authorized for coverage under agency insurance if operating agency
vehicle, have good driving record, valid Virginia driver's license, and/or required
level of personal auto insurance.

8. Must be willing to work flexible hours.

EMOTIONAL DEMANDS OF THE ESSENTIAL FUNCTIONS:
1 Must be able to change routine in a positive manner.
Must be able to follow through on assignments independently.
Must have good organizational skills.
Work output must be at a competitive level.
Must be able to solve problems as they arise.
Must have stable work behaviors on a daily basis.
Must have adequate individual coping skills.
Must be able to maintain good work attendance.
Must be able to participate in decision making.
Must be able to respond appropriately to emergency situations.
Must be able to exercise good judgment in an effort to maintain a safe work
environment.
12.  Must have supervisory experience.

SO NOTAWN

- O

CONFIDENTIALITY STATEMENT
| acknowledge the receipt of a copy of STEPS’ Employee Handbook.

| understand that persons receiving STEPS services (participants) are protected by a code of
Human Rights. [ further understand that | am not to discuss issues concerning STEPS
participants as this information is confidential and cannot be released per state law. | am
also aware that violation of participants’ rights, which includes breach of confidentiality, will
result in my services no longer being needed by STEPS.

| understand the responsibilities of this position and am capable of performing the physical
and emotional demands required.

Signature Date

09/02/2014



Position Responsibilities for New Programs

After School Tutoring Coordinator:

Recruit participants

Coordinate with schools, local colleges, libraries, civic organizations, agency on aging, etc.
Coordinate the set-up of the computers and printers

Schedule training sessions with the participants

Maintain demographics of participant population

Evaluate participant progress

Determine needs of the participants

Coordinate efforts with other STEPS programs

Project Discovery Coordinator:

Head Start:

e e o o o o

e e o o

Coordinate efforts with public schools

Recruit students

Arrange for college campus visits

Meet with students and parents to discuss post- secondary education ambitions
Assist students with applying for grants and loans

Counsel students on post-secondary site selection

Maintain demographics of student participants

Evaluate program and make improvements as needed

Attend required meetings

Complete all reports for funder, schools, students, and STEPS

Head Start Director — Oversee program requirements as well as coordinating with Parent
Policy Council

Education Coordinator — Oversee education requirements

Education Aide — Assist Education Coordinator

Health Coordinator — Oversee health/dental/mental health requirements

Family Advocate Coordinator — Oversee recruitment of children, family advocacy, and
community partnerships

Teacher - Classroom educator

Teacher Aide — Assist with classroom activities

Cooks — Prepare meals

Drivers — Transport children

Bus Monitors — Provide safety and health oversight on the buses

Transportation & Facility Manager — Maintain oversight on buildings and buses along with
seeing that children are picked up and brought home safely
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VaCares:

Case Manager

Provide case management to clients in the inmate-re-entry system

Find housing, employment, and food if needed for the clients

Assist with providing a bridge with family members

Assist with obtaining voting rights paperwork

Monitor clients at place of employment to assure that they maintain their positions
Complete necessary data in VaCares software

Maintain paper files

Tax preparation assistant — Complete tax documents in software system
Maintain demographics of clients



APPENDIX C

Letters of Support Included:

e County Government

o Amelia County
Buckingham County
Cumberland County
Lunenburg County
Nottoway County
Prince Edward County

@ 0 e @

e Local Departments of Social Services
o Amelia County

Buckingham County

Cumberland County

Lunenburg County

Nottoway County

Prince Edward County

e o ¢ g e

e Mr. Rucker Snead, President of the Board, United Way of Prince Edward County

e Mr. James Rothrock, Commissioner, Department of Aging and Rehabilitative Services

e Mr. E. W. Tibbs, President and CEQ, Centra Health



BOARD OF SUPERVISORS
FRANKLIN D. HARRIS

CHAIRMAN

Election District 5

ELLSWORTH J."JIM" BENNETT
VICE CHAIRMAN

Election District 1

JUDY M. JONES
Election District 2

RALPH A.WHITAKER, JR.
Election District 3

CARROLL E. BARNARD
Election District 4

August 22, 2014

Sharon L. Harrup, MS
STEPS, Inc.

225 Industrial Park Road
Farmville, VA 23901

Dear Ms. Harrup,

16360 Dunn Street, Suite 101
Post Office Box A
Amelia Court House, Virginia 23002

A. TAYLOR HARVIE, IlI
COUNTY ADMINISTRATOR

Telephone: (804) 561-3039
Facsimile: (804) 561-6039
Website: www.ameliacova.com

I am pleased to inform you that during the Regular BOS meeting on August 20, 2014, the Amelia County
Board of Supervisors unanimously approved to strongly support STEPS, Inc. as the preferred Community
Action Agency for our County.

We look forward to working with you and wish you success in your application. Please feel free to
contact me if you have any questions.

I

ATH/ba

MISSION OF THE BOARD OF SUPERVISORS

To provide open responsive leadership for the County of Amelia and improve the quality of life for all citizens.



Buckingham County

DONALD E. BRYAN

Board of Superbigors .
@ffice of the County Adminigtrator .
13380 ¥. James Audergon Bighway Vice-Chairman
Post Sffice Wox 252 District 1 Supervisor
Buckingbam, Pirginia 23921 -0252 E.A. “BILL” TALBERT
Telephone 434-969-4242 TARner ey e
Fax 434-969-1638 JOHN N. STATON
REBECCA S. CARTER District 4 Supervisor
County Administrator AR T, S
E.M. WRIGHT, JR. District 5 Supervisor
County Attorney JOEN. C ERS, IR.
g HAMB
May 14’ 2014 istrict 6 Supervisor
DANNY R. ALLEN
District 7 Supervisor
Ms. Sharon L. Harrup
President & CEO
STEPS, Inc.

225 Industrial Park Road
Farmville, Virginia 23901

Dear Ms. Harrup:
As the May 12, 2014 meeting of the Buckingham County Board of Supervisors, the Board approved your

request and considers this letter of support to say that STEPS, Inc. is the only entity Buckingham County
will support as the new designated community action program.

We wish you luck with this endeavor and look forward to this expansion of services to meet the needs of
our citizens.

becca S. Carter
County Administrator

The Geographic Beart of Pirginia
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August 25, 2014 1 Courthouse Circle | Post Office Box 110
Cumberland, Virginia 23040

804.492.3800 Telephone

Vivian Seay Giles
804.492.9224 Facsimile

County Attorney | County Administrator

Direct Dial 804.492.3578 www.cumberlandcounty.virginia.gov
vgiles@cumberlandcounty.virginia.gov info@cumberlandcounty.virginia.gov

Ms. Sharon L. Harrup, M.S., President & CEO
STEPS, Ine¢.

225 Industrial Park Road

Farmville, Virginia 23901

Re: Community Action Agency Designation

Dear Ms. Harrup:

As you are aware, STEPS, Incorporated is the only organization, to date, that the Cumberland
County Board of Supervisors has voted to support in efforts to receive designation as
Cumberland County’s community action agency. Insofar as there may be other organizations
seeking that designation, the Board of Supervisors voted at its regular meeting on August 12,
2014 to make it known that STEPS, Incorporated is the preferred organization for community
action agency designation in Cumberland County.

As always, we thank you for all that STEPS, Incorporated does for our community. Should you
need anything further, please do not hesitate to contact me.

Vivian Seay Giles
County Attorney | County Administrator
Clerk to the Board of Supervisors of Cumberland County

William E Osl, Jr. Lloyd Banks, Jr. William K. “Kevin” Ingle David E. Meinhard Parker H. Wheeler

District 1 District 2 District 3 District 4 District 5



BOARD OF SUPERVISORS Lunenburg County Administration
11413 Courthouse Road

Edward Pennington, CHAIRMAN Lunenburg, VA 23952

Election District 5

Charles R. Slayton, VICE-CHAIRMAN
Electicn District 4

T. Wayne Hoover
Election District 1

Tracy M. Gee
County Administrator

David E. Wingold, Sr.
Election District 2

Frank W. Bacon
Election District 3

Telephone: (434) 696-2142

F imile: -
Alvester L. Edmonds MESRES; |43y GNEATNe
Election District 6

Robert G. Zava
Election District 7

July 10, 2014

Sharon L. Harrup, MS
President & CEO

STEPS, Inc.

225 Industrial Park Road
Farmville, VA 23901

Dear Ms. Harrup:

Please be advised that the Lunenburg County Board of Supervisors voted unanimously, at their
regular meeting on June 12, 2014, to support STEPS, Inc. in their endeavor to be designated as the
community action agency for Planning District 14 and Lunenburg County.

The Lunenburg County Board of Supervisors has worked closely with STEPS, Inc. for more than
fifteen years and is pleased to provide this letter of support and encourage the designation. We wish
you success with your application and are optimistic for a prompt decision in your favor so that services
will be available to our citizens that are in need.

Yours truly,

QacymEiee/

Tracy M. Gee
County Administrator



SUPERVISORS

CLARENCE A. SIMPSON, CHAIRMAN
DISTRICT 5

Steve W. BoweN, VICE CHAIRMAN
DISTRICT 1

Gary L. SiMMONS
DISTRICT 2

HeLen M. SIMMONS

SHERMAN C. VAUGHN

August 22, 2014

OFFICE OF

THE BOARD OF SUPERVISORS
NOTTOWAY COUNTY

P. 0. BOX 92
344 W. COURTHOUSE RD.
NOTTOWAY, VIRGINIA 23955
TELEPHONE (434) 645-8696
Fax No. (434) 645-8667
E-mAIL: nottoway@nottoway.org
www.nottoway.org

Ms. Sharon L. Harrup, MS

President & CEO
STEPS, Inc.

225 Industrial Park Road

Farmville, VA 23901

Dear Ms. Harrup:

ADMINISTRATOR
RonaLD E. RoARK

ASSISTANT ADMINISTRATOR
JoHn N. Prosise

BUILDING INSPECTOR
A. Q. ELungTon, Il

COUNTY PLANNER
KEeLLY N. HATCHER

Atits August 21, 2014 meeting, the Nottoway County Board of Supervisors discussed the
recent request from the Virginia Department of Social Services for applications for

designation as the Community Action Agency for Nottoway County.

Following a discussion, the Board voted unanimously to only Support STEPS, Inc. as the
next Community Action Agency for our County.

Should you have questions, please contact me.

Sincerely,

Wd&@%u@-

onald E. Roark
County Administrator



BOARD OF SUPERVISORS COUNTY ADMINISTRATOR

W.W. BARTLETT
HOWARD F. SIMPSON

CHAIRMAN POST OFFICE BOX 382

FARMVILLE, VA 23901
PATTIE COOPER-JONES

VICE-CHAIR (434) 392-8837 VOICE

(434) 392-6683 FAX

HOWARD M. CAMPBELL

I:OI??I?_FE;T\; JONKES WBARTLETT@CO. PRINCE-EDWARD.VA.US
CHA . MCKAY WWW.CO.PRINCE-EDWARD.VA.US
€. ROBERT TIMMONS, JR. COUNTY OF PRINCE EDWARD, VIRGINIA

JERRY R. TOWNSEND
JAMES R. WILCK

July 15, 2014

Sharon L. Harrup, MS
President & CEO

STEPS, Inc.

225 Industrial Park Road
Farmville, VA 23901

Dear Ms. Harrup:

Please be advised at their June 10, 2014 meeting the Prince Edward County Board of Supervisors voted
to support your organizations efforts to be designated as the Community Action Agency for Prince
Edward County. The Board approved your request that Prince Edward County only support your
organizations application.

Prince Edward County has worked closely with STEPS, Inc. for almost 20 years and is pleased to support
and encourage the designation. We wish you success in your application. Our County has gone much
too long without an organization serving our community.

Sincerely,

A f?m%d
W.W. Bartlett
County Administrator

PRINCE EDWARD COUNTY BOARD OF SUPERVISORS
MISSION STATEMENT

TO REPRESENT ALL CITIZENS, PROVIDE LEADERSHIP, CREATE VISION AND SET POLICY TO AGCOMPLISH EFFEGTIVE CHANGE, PLANNED
GROWTH AND PROVIDE ESSENTIAL SERVICES WHILE MAINTAINING AND ENHANCING THE QUALITY OF LIFE IN PRINGE EDwARD COUNTY.



AMELIA DEPARTMENT OF SOCIAL SERVICES
P.O. Box 136, Amelia, VA 23002 Phone: (804) 561-2681 Fax: (804) 561-6040

U Y‘L’IED
t AUG 13 2014
August 12, 2014 o e 1 E R

------------------------

Martha Pullen, Director
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¢f/o Ms. Sharon L. Harrup, MS
President & CEO

STEPS, Inc.

225 industrial Park Road
Farmville, VA 23901

To Whom it May Concern:

| am writing this letter of support for the approval of the application of STEPS, Inc. to be designated as
our iocal conununity action agency. | think it is important that our community action agancy be a locally
located agenry with some years of proven experience in serving this commuinity successfully as a non-
profit. ! believe that STEPS, Inc. meets that criteria.

Thank you for your conzicered attention to this matter.

Sincerely,

Martha Pullen
Director



Buckingham Cmmty
Bepartment of Boctal Serbices

POST OFFICE BOX 170

s BUCKINGHAM, VIRGINIA 23921-0170 Bt o1 Bisthsrdn
BRAXTON L. APPERSON, III, Ph.D.
i Il TELEPHONE
DIRECTOR (434) 969-4246
August 21, 2014 FAX
{434) 969-1449

Sharon Harrup

STEPS, Inc.

225 Industrial Park Rd.
Farmville, Va. 23901

Dear Ms. Harrup:

I was very glad to learn that STEPS is pursuing designation as a new community action
agency to serve a six county area that includes Buckingham County. This agency has had a long
and productive working relationship with STEPS. Based upon that long experience working
with STEPS, yesterday, August 20", the Buckingham Social Services Board voted unanimously
to endorse STEPS’ application to be designated as the community action agency for the six
county area that includes Buckingham County.

Sincerely,

B O

Braxton L. Apperson, III
Director



e b Q"'l,

DEPARTMENT OF SOCIAL SERVICES
P.O. Box 33
CUMBERLAND, VIRGINIA 23040

(804) 492-4915
FAX (804) 492-9346

LAURAETTA JONES-YATES

f@f?ﬂﬂm,‘-'] KAREN BLACKWELL

ALICE METTS Director
NELL SPAIN i

KEVIN INGLE AG 15 2016 i

ROSA WOODARD .

CYNTHIA GABLE -........_\::_E“T

-
-------------

August 14, 2014

Sharon L. Harrup, MS
President and CEO
STEPS, Inc.

225 Industrial Park Road
Farmville, Virginia 23901

Dear Ms. Harrup:
Cumberland Department of Social Services supports the application for STEPS to become the new

community action agency for our six county region {Amelia, Buckingham, Cumberland, Lunenburg
Nottoway and Prince Edward).

ingerely,
it Olaehecae

Karen H. Blackwell
Director

PROMOTING BETTER LIVES TO HELP BUILD & STRONGER COMMUNITY



Courthouse Square
Lunenburg, Virginia 23952-9999

Telaphone COUNTY of LUNENBURG

(434) 696-2134

FAX DEPARTMENT OF SOCIAL SERVICES

(434) 696-2534

Dorothy A. Newcomb
Director

August 20, 2014

To Whom It May Concern:

On behalf of Lunenburg Department of Social Services, | strongly support STEPS, Inc.'s
application to become the designated Community Action Agency for our six county region (Amelia,
Buckingham, Cumberland, Lunenburg, Nottoway, and Prince Edward). STEPS, Inc. is a non-profit
organization that has been very successful in serving all six counties. They have a 30 year history of
providing jobs to citizens with disabilities. They are dedicated to this region and familiar with the causes
and conditions of poverty here. Given the opportunity to become the Community Action Agency (CAA)
for the designated area, | am confident that STEPS, Inc. will foster self-sufficiency in individuals and
families and will utilize the funding of the Community Services Block Grant (CSBG) to its fullest potential
in alleviating the causes and conditions of poverty.

Our area has been without a Community Action Agency for an extended period of time. Itis
critical to the citizens of our community that a strong local community based agency be recommended
to the Governor to receive the funding. Therefore, | encourage and highly recommend that STEPS, Inc.’s
grant application be considered.

If | can answer any questions or provide additional information, please do not hesitate to
contact me.

Sincerely,

%@ﬁ%@@

Dorothy A. Newcomb

Director
Dorothy.newcomb@dss.virginia.gov
(434) 696-2134 ext. 293

(434) 696-2534 FAX




NOTTOWAY COUNTY

Department (0/: Joceal Jervices

288 West Courthouse Road « P.O. Box 26
Nottoway, VA 23955-0026

Phone (434) 645-8494 Fax (434) 645-7643

August 25, 2014

Re:  STEPS, Inc.—Letter of Support
To Whom It May Concern:

Please accept this letter in support of STEPS, Inc. as it labors to serve Nottoway
County residents. Moreover, Nottoway County Department of Social Services
extends its support to STEPS as the Community Action Agency for our six-
member region (the counties of Amelia, Buckingham, Cumberland, Lunenburg,
Nottoway and Prince Edward).

STEPS, having plans to complete a community needs assessment, expand
workplace supports, provide additional guidance and materials to the local
Departments of Social Services and otherwise collaborate with local Social
Services Directors and others so that it may better serve our community—small
and large—has our support. Additionally, STEPS, praised by other local Social
Services agencies in the region, has our trust.

In short, STEPS has our utmost confidence; and we ask that this letter serve as a
tool to help further its work in the community it has long served well. We are
committed to excellence through and with STEPS.

Sincerely,
NOTTOWAY COUNTY DEPARTMENT OF SOCIAL SERVICES

Christopher R. Spain, M.P.A.
Director



PRINCE EDWARD COUNTY

DEPARTMENT OF SOCIAL SERVICES
Post Office Drawer 628 — 111 South Street
Farmville, Virginia 23901-0628
Telephone: (434) 392-3113  Fax: (434) 392-8453

NPTV —

Howard Simpson —Chairman

Roma R. Morris

Di J Lanay Walker- Vice-Chairman
irector AUG ]_ 3 Zﬂﬂi l Shirley H. Wallace
Raymond Dowdy
Pauly Hollingsworth
Lj\v]_ju ¥ auly Hollingswort

August 13,2014

Ms. Sharon L. Harrup, President & CEO
Steps, Inc.

225 Industrial Park Road

Farmville, VA 23901

Dear Sharon:

This letter is to support Steps, Inc. in becoming the Community Action Agency for the district of Amelia,
Buckingham, Cumberland, Lunenburg, Nottoway and Prince Edward (PD 147). Our Planning District
has been without a Community Action Agency for several months. As you are aware, resources are very
limited in our rural area and without a Community Action Agency, DSS is often at a loss in assisting our
citizens in need.

I have worked with you and your agency for many years, (20 years plus). During this time, you have
always been professional, honest and followed through on services. I trust your judgment and
creditability on running a Community Action Agency. I would encourage the Virginia Department of
Social Services to designate Steps as the Community Action Agency for this Planning District.

Please feel free to contact me if I can be of assistance.

Sincerely,

Q AMEA "Vlcmm)
Rdma R. Morris

Director

An Equal Opportunity Agency



United Way of

Prince Edward County
P.O. Box 122

Farmville, Virginia 23901

1 September 2014
To Whom It May Concern:

The United Way of Prince Edward County is pleased to support the designation of STEPS, Inc. as
the community action agency for this region to replace the HOPE Community Services.

The United Way of Prince Edward County is a cooperative organization of human services agencies
dedicated to finding the resources necessary to meet the needs of these agencies and to help find
solutions to problems faced by our community. Our United Way is an all-volunteer organization
which currently assists with supporting our 18 non-profit partners that provide a wide range of
services from youth education to senior nutrition programs.

STEPS, Inc. has been an extremely valuable partner over the years in meeting the needs of so many
of our citizens in our community. [ have enjoyed working closely with them as they have
demonstrated innovation and resourcefulness with dealing with an ever-changing economy while
remaining true to their mission. In addition, they have been active in our United Way Council and
have provided leadership and guidance to some of our fully “volunteer” council partners.

Again, I fully support the designation of STEPS, Inc. as the community action agency for this
region. If you have any questions or need any additional information, please contact me at
rsnead@hsc.edu or (434) 223-6260.

Sincerely,

£ Kaokor Sead 77

L. Rucker Snead III
President
United Way of Prince Edward County



Sharon HarruE

From: Rothrock, James (DARS) <James.Rothrock@dars.virginia.gov>
Sent: Tuesday, September 02, 2014 11:59 AM

To: sharrup@steps-inc.org

Subject: STEPS Endorsement

STEPS Has been a valued partner of DRS and now DARS for many years. When their communities’ economy
allowed growth they were quite successful and creative in serving our clients. When the economy took a
downturn and many non-profit and for profit businesses were struggling, STEPS continued to provide quality
services to a reduced client base.

Recently, we offered them the opportunity to work with us on another employment effort, Title V—
employment initiative for older Virginians, and they have met our needs.

We at DARS would support DSS’s efforts to build on STEPS foundation and seek to increase its impact in the
communities it serves and offer an even broader base of services to a wider population.

All the best and do keep me posted on your success.

Jim

James A. Rothrock

Commissioner

Virginia Department for Aging and Rehabilitative Services
8004 Franklin Farms Drive

Richmond, Virginia 23229

Phone: (804) 662-7010

Fax: (804) 662-7644

Email: Jim.Rothrock(@dars.virginia.gov



: 1901 Tate Springs Road
£ C E N T R A Lynchburg, Virginia 24501
Lynchburg General Hospital

PHONE: 434.200.3000
WEB: www.centrahealth.com

August 27, 2014

Sharon L. Harrup
President & CEO
STEPS, Inc.

Dear Sharon,

The intent of this document is to provide support for your organization, STEPS, Inc., in
becoming the next designated community action agency for the counties of Amelia,
Buckingham, Cumberland, Lunenburg, Nottoway and Prince Edward. STEPS provides
very unique and much needed services for citizens with disabilities and those living in
poverty, and fosters self-efficiency so that they may live independently. This
designation would enhance the organization’s ability to work collaboratively with the
community and expand the high quality services that STEPS already provides to those
in need.

Centra Health is the largest healthcare organization within a 60-mile radius and Centra
Southside Community Hospital is the largest hospital within the six counties listed
above.

| am extending my full recommendation for STEPS to become a designated community
action agency and if | can provide any further support, please let me know.

Sincerely,

S/ AAS

E. W. Tibbs, RN, BSN, MBA
President & CEO
Centra




APPENDIX D

REQUIRED APPLICATION ATTACHMENTS:

Certificate of Incorporation and Articles of Amendment
Current Board Bylaws
Organizational Charts:

o Current

o Proposed — Strategic Organizational Chart
Operating Budget with separate budgets for each program
o Expense category definitions
Personnel Policies — Three (3) Sets of Personnel Policies are included:

o Staff
o Hourly

o Participants served through purchase of service agreements

Fiscal Policies

Title V Participant Handbook

Insurance Documents, including Bonding/Employee Theft
Property inventory

IRS 501 (c) (3) Determination Letter

W-9

SAM Registration

Dun and Bradstreet Registration —#19-817-5572

Contracts, Purchase of Service Agreements, Collaborative Agreements and Rental/Lease Agreements:
o Contract Documents

Department of Aging and Rehabilitative Services (DARS) - Senior Community Service
Employment Program (SCSEP — Title V)

Workplace Supports Contract

Nottoway County Public Schools

Department of Housing and Community Development (DHCD) — Virginia Housing
Solutions Program (VHSP) Contract

Dominion Virginia Power EnergyShare Press Release

Virginia Housing and Development Authority (VHDA) Capacity Building Grant

o Purchase of Service Agreements:

Department of Aging and Rehabilitative Services (DARS) - Purchase of Service
Agreement and FY2015 Rate Sheet

o Collaborative Agreements

Memorandum of Understanding between TAP and STEPS regarding the provision of
DHCD funded Weatherization Services

Commonwealth of Virginia, Department of Social Services, VIEW Worksite Agreement
(CWEP or PSP)

South Central Workforce Investment Board Memorandum of Understanding for
Business Services, FY13-16

o Rental/Lease Agreements:

Department of Aging and Rehabilitative Services



Listing of the Board of Directors

List of All Current Funding Sources and Uses

Most Recent Annual Report

Three (3) Most Recent Audited Financial Statements with Documentation:

o}

O 0 O O

o}

FY2011

FY2012

FY2013

Letter of Explanation from Hill and Davis CPA
Financial Analysis

FY2014 Unaudited Financial Statements

Strategic Plan
Program Evaluation and Monitoring Reports:

o]
o]
o}

o}

Workforce Development Outcomes Measurement Report (2013)
Commission on Accreditation of Rehabilitation Facilities (CARF) (2011)
Ability One Commission:
= Committee for Purchase from People Who Are Blind or Severely Disabled (2011)
= Source America (NISH) Non-Profit Agency (2014)
Affirmative Action Plan (2013)
AmTrust North America - Worker’s Compensation Audit (2014)
Department for Aging and Rehabilitative Services Compliance Report for the Senior Community
Service Employment Program (SCSEP Title V) and Corrective Action Report (2014)
Department of Labor Desk Audit (not a routine audit) (2013)

Board minutes — FY 13 and FY 14



COMMONWEALTH OF VIRGINIA
STATE CORPORATION COMMISSION

AT RICHMOND, JULY 31, 2012

The State Corporation Commission has found the accompanying articles submitted on behalf of

STEPS, Inc. (formerly SOUTHSIDE TRAINING, EMPLOYMENT AND
PLACEMENT SERVICES, INC.)

to comply with the requirements of law, and confirms payment of all required fees. Therefore, it
is ORDERED that this

CERTIFICATE OF AMENDMENT

be issued and admitted to record with the articles of amendment in the Office of the Clerk of the
Commission, effective July 31, 2012.

The corporation is granted the authority conferred on it by law in accordance with the articles,

subject to the conditions and restrictions imposed by law.

STATE CORPORATION COMMISSION

" Dk £ Lt

Mark C. Christie
Commissioner

12-07-24-0026
AMENACPT
CIS0436



COMMONWEALTH OF VIRGINIA
STATE CORPORATION COMMISSION

March 11, 1991

v T
r¥

The State Corporation Commission has found the accompanying
articles submitted on behalf of

5 el it

SOUTHSIDE TRAINING, EMPLOYMENT AND PLACEMENT %
SERVICES, INC, (rFormMeERLy SHELTERED WORKSHOP IN i
FARMVILLE. INCORPORATED, THE )

to comply with the requirements of law, and confirms payment of
all related fees.

Therefore, it is ORDERED that this

CERTIFICATE OF AMENDMENT

be issued and admitted to record with the articles of amendment in
the Office of the Clerk of the Commission, effective March 11, 0
1991. . 2,

The corporation is granted the authority conferred on it by law in
accordance with the articles, subject to the conditions and
restrictions imposed by law.

STATE CORPORATION COMMISSION

B"\!f«wu\ > IJWJ(

Commissioner

PR
Loyt

AMENACPT
CIS20436
91-03-04-0120
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Aﬂ'i'l CLES OF AMENDMENT
oF

THE SHELTERED WORKSHOP IN FARMVILLE, INCORPORATED

pursuant to Sectlons 13.1-886 and 13.1-888 of thethde

virginia, 1950, as amended, lLhe undersligned corporatlon,;by

president and Seccretary, sels forth the followlng:

L

Ls The name of the corporation is changed fzomﬁ;fi

THE SHELTERED WORKSHOP IN FARMVILLE, INCORPORATED :to ggUFHSIi:

TRAINING, EMPLOYMENT AND PLACEMENT SERVICES, IHC.l

2. This change has been unanimously approved by tpe
members of the vorporatlion by unanimous consent as set fgrth'_
Bectlon 13.1-868 of the Code Of virginia. ; |

x [ The Board of Directors has approved this change as agkion

taken January 14, 1991, as set forth iIn Sectlon 13.1-886305.;

Code of virginla.

g, This amendment does not delete any of the
Articles of Incorporatlon, approved September 17, 1982, or

Artlcles of Amendment, approved November 16, 1984.

THE SHELTERED WORKSHOP IN FARMVILLE, INCORPO

oy 1) (AL Lo

Its Presldent

ATTEST:

QR ar/ N P

Its Secretary

3
[
[



Gonpumueality > Wiginia,

State Corporation Commission

J, MWilliam J. Bridge, Ulerk of the State
Qorporation Qommission, do hereby certify that
the foregoing is a true copfué%”thg ARTICLES OF AMENDMENT of

SOUTHSIDE TRAINING, EMPLOYMENT AND PLACEMENT SERVICES, INC. issued
March 11, 1991.

Nothing more is hereby certified.

dIn Testimony Whereof & fercwnss el rny hand and
o bho O icial Soalofthe Snte
Corpranation, Commesaion, ot
E;’z- 4 ;M 25

April &—/ @ 79 91

bleopn T Py

'6 bnk (/ /yw %(,J/)Ufwit
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COMMONWEALTH OF VIRGINIA
STATE CORPORATION COMMISSION

RICHMOND, November 16, 1984

The accompanying articles having been delivered to the State Corporation
Commission on behalf of

The Sheltered Workshop in Farmville, Incorporated

and the Commission having found that the articles comply with the requirements of
law and that all required fees have been paid, it is

ORDERED that this CERTIFICATE OF AMENDMENT

be issued, and that this order, together with the articles, be admitted to record
in this office of the Commission; and that the corporation have the authority
conferred on it by law in accordance with the articles, subject to the conditions
and restrictions imposed by law.

Upon the completion of such recordation, this order and the articles shall be
forwarded for recordation in the office of the Clerk of the Circuit Court, Prince
Edward County .~ - ' o

STATE CORPORATION COMMISSION

TPW%? }éﬁ-‘ﬁ""""’-’g %« -

Commissioner

By

113263



ARTICLES OF AMENDMENT
OF
THE SHELTERED WORKSHOP IN FARMVILLE, INCORPORATED

o

Pursuant to the provisions of Section 13.1-237 of the Code

of Virginia, 1950, as amended, the undersigned corporation, by

., 1ts President and Secretary, sets forth as follows:

(a) The name of the corporation is The Sheltered Workshop

“in Farmville, Incorporated.

(b) The amendments adopted to the Articles of Incorporation
dated August 19, 1982, are as follows:

7. Said corpodration is organized exclusively for
charitable and educational purposes, including, for such purposes,
the making of distribpt;ons_to organizations that qualify as exempt
Qrganizations under éééfion 501(c) (3) in the Internal Revenue Code.

8. No part of the net earnings of the corporation shall
inure to the benefit of, or be distributed to its members, trustees
directors, officers, or other private person, except that the
corporation shall be authorized and empowered to pay reasonable

compensation for services rendered and to make payments and dis-

" tributions in furtherance of the purposes set forth in paragraph

. 7 herein. No substantial part of the activities of the corporatiorn

shall be the carrying on of propaganda or otherwise attempting to
influence legislation, and the corporation shall not participate
in nor intervene in (including the publishing or distribution of

statements) any political campaign on behalf of any candidate for

. public office. Notwithstanding any other provision of these

. articles, the corporation shall not carry on any other activities




i

|

.not permitted to be carried on -\a) by a corporation exempt from
federal income tax under Section 501 (c) (3) of the Internal Revenue
iCode of 1954 (or a corresponding provision of a later code), or

ﬁ(b) by a corporation, contributions to which are deductible under
'Section 170 (c) (2) of the Internal Revenue Code of 1954.

! 9. Upon the dissolution of the corporation, the Board

of Directors shall, after paying or meking provisions for the pay-
ment of all lizbilities of the corporation, dispose of all of the
@assets of the corporation exclusively for the purpcses of the
Jcorporation in such a manner, or to such organization or organiza-
itions organized and operated exclusively for charitable, educatiocnaZ
religious or scientific purposes as at that time shall qualify as

an exempt organization or organizations under Section 501 (c¢) (3) of
the Internal Revenue Code of 1954, as the Board of Directors shalli

idetermine. Any such assets not so disposed of shall be disposed

iof by the Circuit Court of the County of Prince Edward, Virginia,

ithis being the county of the principal office of the corporation,
@exclusively for such purposes or to such organization or organiza-

I
.tions, as said Court shall determine, which are organized and

'operated exclusively for such purposes.
(c) The Board of Directors of The Shelteredé Workshop in Farm-

ville, Incorporated, met on July 27, 1984, and approved the amend-
i

sments hereinabove set forth as being in the best interest of the
|

|corporation and directed that said amendments be submitted to the
.voting members:; notice was duly mailed to each voting member on

1

TJuly 27, 1984, pursuant to Section 12.1-214. Said voting members

'approved the said amendments to the 2rticles of Incorporation
1 :
”On August 27, 1984, after receiving adequate notice pursuant to

jSeCtion 13.1-236 of the Code of Vvirgiria, 1950, as amended. There
S li



-

i

Tiwas quorum present at said special meeting &nd the amendments
received unanimous approval by all parties entitled to cast votes
:ias a member.

%i (d) This amendment does not delete.any of the Articles of
EiIncorporation as approved by the Commonwealth of Virginia State

H

; Corporation Commission on September 17, 198z2.

THE SHELTERED WOCRKSHOP IN FARMVILLE,

- / //MZ//

/
ﬂwrQ/
/

Its President

\ ATTEST:

Akt t o bl

| Its Secretary

STATE OF VIRGINIA:
AT LARGE, to-wit:

The fore g instrument was acknowledged before me this Z{jﬁg

iday of , 1984, by IIM#SQZLX ¢, éJ/7 #Qlieﬂﬁl i
: President, and W 0&@1 L - 434{2.4/ Secretary, of The
1

: Sheltered Workshop in Farmville, Incor

1

PR

My commission expires:

A copy of Order recorded in Charter Book

at page 217.

Teste:

Dollie R. Noble '_ ,Clerk

Iy Sy vl th el s W o
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COMMONWEALTH OF VIRGINIA
STATE CORPORATION COMMISSION

AT RICHMOND,

September 17, 1982

The accompanying articles having been delivered to the State Corporation Commission on behalf of
The Sheltered Workshop in Farmville, Incorporated

and the Commission having found that the articles comply with the requirements of law and that all required fees

have been paid, it is
ORDERED that this CERTIFICATE OF INCORPORATION

be issued, and that this order, together with the articles, be admitted to record in the office of the Commission; and

P

that the corporation have the authority conferred on it by law in accordance with the articles, subject to the conditions

wod restcietlona fplsed by law, . B st L o wre | geeiedii

i

Upon the ;;mplction of such reo;)rdztio;, this order and the articles shall be forwarded for fecorda.tion in the

office of the clerk of the Circuit Court, Prince Edward County

STATE CORPORATION COMMISSION

Thencen P Movamec Q.

By
CommXsioner

Virginia: )
In the Clerk's Office of the Circuit Court, Prince Elward County,
. October 13, 1982. . . .
The foregoing Certificate (including t}}e accompanying articles)
has been duly recorded in my said office this 13th day of 936‘(""’3
October, 1982, and is now returned to Rgbert A. Bruce, b
registered agent for said Corporati_orr?

/@4/4///@/(&9. Zx”p% ,Clerk
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i ARTICLES QOF INCORPCRATION
OF

THE SHELTERED WORKSHOP IN FARMVILLE, INCCRPORATED

We hereby associate to form a nonstock corporation under the
ﬂprovisions of Chapter 2 of Title_l3.l, Code of Virginia, 1950, as
iamended, and to that end set forth the following:

2 1. The name of the corporation shall be The Sheltered Work-
éshop in Farmville, Incorporated.
ﬁ 2. The purpose of this corporation shall be to train and
!rehabilitate individuals‘with mental, physical and/or emotional
handicaps.

Without limitation by virtue of the preceding sentence,

the corporation shall have the power to engage in any business not

pfohibited by law or required to be stated in the Articles of

Incorporation.
3. The corporation shall have one class of members with

membership based on supporting the purpose of the organization and

%payment of annual dues. All members shall have one vote.

il 4, The directors and officers of the corporation shall be
;elected by the general membership of the corporation.
5., The initial registered office shall be located at 200 High

EStreet, Farmville, Virginia, in the County of Prince Edward. The
i

jinitial registered agent shall be Robert A. Bruce, whose business
|

iaddress is the same as the initial registered office, who is a

dresident of Virginia and a member of the Virginia State Bar.

[

i 6. The number of directors constituting the initial Board of
ﬂDirectors shall be three. They are:
3ERT A. BRUCE .

TORNEY AT LAW

Patrice W. Payne Post Office Box 37, Rice, Virginia
ARMVILLE, VA,

John F. Lewis, Jr. 1400 Lee Drive, Farmville, Virginia



Vicki L. Lash 424 D. Winston Street, Farmville, VA

Dated this 19th day of August, 1982.

%, A ./é— 9244’-« (SEAL)
Patri I.//Payne

I - C;‘p%~ ?{M Q (SEAL)

//  John F. Lewis, Jr.

%rﬂjgmk (SEAL)

Vicki L. Lash

STATE OF VIRGINIA:
|AT LARGE, to-wit:

The foregoing instrument was acknowledged'Eefofe me by

[Dashrve: 1D TPaegie %ani =S Lewls, Q/e >

‘My cormmission expires:

JBERT A. BRUCE |
TTORNEY AT LAW
FARMVILLE, VA u



BY-LAWS

STEPS, Inc.

ARTICLE I: MISSION

STEPS is committed to creating, coordinating and delivering quality comprehensive
services in an effort to foster self-sufficiency and eliminate poverty.

ARTICLE Il: CORPORATE OFFICE

The office of the Corporation shall be located on Route 676 in Prince Edward County,
225 Industrial Park Road, Farmville, VA 23901. The Corporation may also maintain
offices at such other places within or without the United States as the Board of
Directors may, from time to time, determine.

ARTICLE Ill: MEMBERSHIP
The Corporation shall have no members.
ARTICLE IV: BOARD OF DIRECTORS
Section 1 - Number, Election and Term of Office

(a) The number of directors of the Corporation shall not be more than
twenty-five (25) unless otherwise determined by vote of the Board of Directors.

(b) Except as may otherwise be provided herein or in the Articles of Incorporation, the
members of the Board of Directors of the Corporation shall be elected by a vote at
the annual meeting.

(c) Each director shall be seated for a term of three years, with five directors being
elected each year creating a staggered term board. Should it please the Board,
directors may be re-elected for additional terms.

(d) Any vacancy in the Board of Directors occurring by reason of an increase in the
number of directors, or by reason of the death, resignation, disqualification,
removal or inability to act of any director, or otherwise, shall be filled for the
unexpired portion of the term by a vote of the remaining directors at any regular
meeting or special meeting of the Board of Directors called for that purpose.

Section 2 - Duties and Powers

(@) The Board of Directors shall ensure the control and management of the
affairs, property and interests of the Corporation and may exercise all powers of
the Corporation.

(b) The Board of Directors shall be responsible for the hiring of a Chief Executive
Officer.

1



(c) The Board of Directors shall set policy for the control and management of the
affairs, property and interests of the Corporation and may exercise all powers of
the Corporation.

(d) The Board of Directors shall approve the annual budget and shall be authorized to
borrow such sum or sums of money as necessary to transact business.

(e) The Board of Directors may empower the Executive Committee with such powers
of management and control as the Board of Directors itself may have, without
those actions being ratified or approved by the full Board of Directors. At the next
regularly scheduled meeting, the minutes of the Executive Committee will be
disseminated to the full Board.

Section3 - Meetings

(a) Annual Meeting — The annual meeting of the Board of Directors shall be held on
the fourth Thursday of June for the purpose of electing directors, and transacting
such other business as may properly come before the meeting.

(b) Regular Meeting — The regular meeting of the Board of Directors shall be held on
the fourth Thursday of July, October, January and April. The Board will normally
meet in the Board room of the Corporate Office on Route 6786, in Prince Edward
County, 225 Industrial Park Road, Farmville, VA. Any changes will be included
with the Board package mailed seven (7) days prior to all meetings. In the event of
inclement weather, the board meeting may, at the discretion of the Executive
Committee or the Board of Directors, be rescheduled at a later date during that
month, or canceled for the month.

(c) Special Meeting — Special meetings of the Board or Directors may be held at any
time and place upon the call of the Chairman or any three directors.

(d) One third of the board membership being bodily present shall constitute a quorum
except when action involves personnel issues or amendments to these By-Laws
shall require two thirds to constitute a quorum.

Section 4 - Attendance

Directors are encouraged to attend a minimum of one-half of the meetings. Members
unable to fulfill this requirement are requested to contact the Chief Executive Officer.

Section5 - Manner of Acting

The Board of Directors may permit any or all directors to participate in a regular or
special meeting by, or conduct the meeting through the use of, a land-line telephone
connection by which all directors participating may simultaneously hear each other
during the meeting. The Chief Executive Officer is granted the discretion to determine
if the director(s) participating by a telephone connection can hear and be heard in a
manner to enable his/her/their participation. A director participating in a meeting by
this means is deemed to be present in person at the meeting.

Section6 - Resignation



A director may resign at any time by giving written notice to the Board of Directors.
Unless otherwise specified in such written notice, such resignation shall take effect
upon receipt thereof by the Board of Directors, and the acceptance of such resignation
shall not be necessary to make it effective.

Section 7 - Removal

Any director may be removed with or without cause at any time by the Board upon
action of the Board. A Board stated quorum will be necessary for said removal.

Section8 - Salary
No salary shall be paid to directors.
Section9 - Adjournment

A majority of the directors present at the time and place of a meeting, although less
than a quorum may adjourn the same from time to time without notice, until a quorum
shall be present.

ARTICLE V: OFFICERS
Section 1 - Election of Officers

(a) The Board of Directors shall at its annual meeting elect the officers of the Board:
Chair, Vice-Chair, Secretary and Treasurer.

(b) Officers shall be elected to a one year term.

(c) The Board shall at the next regularly scheduled meeting or special meeting called
therefore, fill all vacancies occurring among the officers.

Section 2 - Duties of Officers

(a) Chair — Preside over all meetings and direct all official functions; appoint and direct
all committee business.

(b) Vice Chair — Preside in the absence of the Chair; serve as the Chair-of the Policy
Committee.

(c) Secretary — Serve as Chair of the Nominating Committee; maintain accurate
minutes of all meetings, sign minutes, and distribute to appropriate individuals.

(d) Treasurer — Serve as Chair-of the Finance Committee and the Human Resources
& Compensation Committee.

Section 3 - Vacancies

The Board at the next regularly scheduled meeting or special meeting called therefore,
fill all vacancies occurring among the officers of the Board.

ARTICLE VI: COMMITTEES



Section 1 - Standing Committees

The Board of Directors shall establish the following standing committees. The Chair(s)
of Standing Committees must be an elected officer of the Board of Directors. Each
committee will be staffed by a member of the STEPS senior executive team.

(a) Executive Committee: The Executive Committee shall be comprised of the
Chair, Vice Chair, Secretary, Treasurer and one member at large, preferably the
Immediate Past Chair, to serve in the event that one of the designated officers is
unable to attend the meeting.

(b) Nominating Committee: The Secretary of the Board shall serve as Chair of
the committee with the purpose being to compile an annual slate of officers and to
compile nominations for new board membership.

(c) Finance Committee: The Treasurer of the Board shall serve as Chair of the
Committee and will provide oversight to ensure the ongoing financial health of
STEPS.

(d) Policy/By-Laws Committee: The Vice-Chair shall serve as Chair of this
committee and will review annually the Corporation’s By-Laws and make
recommendations to the full board in regards to amendments and policy matters.

(e) Human Resource & Compensation Committee: The Treasurer shall serve as
Chair of this committee and will assist in the recruiting/hiring of senior
management-level employees and will review compensation packages, for all
STEPS employees to insure said compensation aligns with the financial goals and
performance of the corporation.

Section 2 - Other Committees

Other committees may be established as the Board deems desirable. The Chair(s) of
Standing Committees must be an elected officer of the Board of Directors. Each
committee will be staffed by a member of the STEPS senior executive team.

Section 3 - Membership

(a) Committee membership shall be comprised of Board members and interested
community volunteers.

(b) Committee membership shall be appointed by the Chair of the Board with
each committee serving at the pleasure of the Board.

ARTICLE VII: DELEGATION OF OPERATION

Section 1 - The Board of Directors shall contract with a Chief Executive
Officer who shall be accountable to the Board.

Section 2 - The Chief Executive Officer shall be responsible for the day to day
operation of the Corporation, responsible for the hiring and firing
of all staff and shall perform duties outlined in the job description
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and contract.

Section3 - The Chief Executive Officer shall be the executive agent of the
Board of Directors.

ARTICLE VIIl: CONFLICT OF INTEREST

No person who receives compensation for services rendered or commissions of any
kind from the organization shall be eligible for membership on the Board of Directors,
except under the following condition: Any proposed contract for the production of
goods or the performance of services of any type between STEPS, Inc. and any
director or any corporation in which such director is a director, controlling stockholder
or officer, or any firm partnership owned or controlled by such director must be
approved by an affirmative vote of two-thirds of the members of the Board of Directors;
and written notice of any such proposed action must be given to all Board members at
least one week prior to any such proposed action. Such director shall have no vote in
such cases.

ARTICLE IX: INDEMNIFICATION

Section 1

The Corporation, acting through the Board of Directors, shall
indemnify any person who at any time was or is a party, or who is
threatened to be made a party, to any threatened, pending or
completed action, suit, or proceeding, whether civil, criminal
administrative, arbitrative, or investigative (whether or not by or in
the right or the Corporation), by reason of the fact that he is or
was a Director or officer of the Corporation, or is or was serving at
the request of the Corporation as a Director or officer of any other
entity or enterprise, against all expenses (including attorneys
fees), judgments, fines and amounts paid in settlement actually
and reasonable incurred by him in connection with or with the
defense or settlement of such action, suit, or preceding as and to
the full extent presently or hereafter permitted, provided, or
required by Section 13.1-205.1 (a through e) of the Virginia Non-
Stock Corporation Act.

Section 2 - The Board of Directors may determine by vote to make any other
or further indemnity of any person as is presently or may
hereafter be permitted by Section 13.1-205.1 (f) of the aforesaid
Act.

Section3 - The Corporation, acting by or through the Board of Directors, shall
endeavor to purchase and maintain in continuous force and effect
a suitable policy or policies of liability insurance covering, at a
minimum, all persons identified in Section 1 of this Article.

ARTICLE X: AMENDMENTS



These By-Laws may be altered, amended, or repealed at any regular meeting by a two
thirds vote of the membership of the Board of Directors present, provided that written
notice of the proposed amendment has been mailed to each member, at last known
address, at least the (10) days prior thereto. These By-Laws shall be reviewed
annually in the second quarter of the fiscal year, by the By-Laws Committee, which will
recommend necessary changes to the full Board of Directors.

ARTICLE XI: RULES OF ORDER

When not otherwise in conflict with these By-Laws, Robert's Rules of Order Revised
shall govern the conduct of all meetings of the Board of Directors.

APPROVED ON AUGUST 1, 1991

Reviewed/Revised: June 27, 1997
October 16, 1997
April 20, 2000
June 21, 2001
October 18, 2001
June 19, 2003
June 22, 2004
June 16, 2005
June 15, 2006
June 21, 2007
June 12, 2008
June 18, 2009
June 17, 2010
June 16, 2011
January 19, 2012
June 21, 2012
June 27, 2013
August 8, 2013
June 26, 2014
August 25, 2014
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Narrative Explanation of Expenses

Wages - Includes staff and production employee wages in addition to wages for participants

Fringe — Includes health insurance, dental insurance, life insurance, FICA, Medicare, long term disability,
unemployment

Communications — Includes telephone, internet, postage
Utilities — Includes water, sewer, electricity, propane

Insurance — Includes, property, workers compensation, directors and officers liability, volunteer insurance,
bonding, manufacturers insurance

Loan Payments — Repayments for loan for equipment and building

Staff Development/Training - Classes, seminars, workshops to enhance employees’ skill levels for their
positions

Supplies - Office (pencils/paper/staples, etc.), production (marking pencils, time cards), vehicle (fuel
additive, windshield washer fluid, etc.)

Equipment — Computers, 26 foot box truck, 2 cars, sewing machines, pallet jack, front loader, telephone
equipment replacement

Client Assistance — Rent and Utility payments, hotel payments, food and hygiene assistance
Recycling Expense — Disposal service

Sewing Expense — Material and accessory items (thread, buttons, rope)

Repair & Maintenance -- Building repairs, equipment repairs, vehicle repairs

Contract — Space, business office services, copy machine maintenance

Leases -- Building space, box car leases (Penske), and equipment leases

Transportation — Fuel

Professional Membership — Commission on Accreditation of Rehabilitation Facilities (CARF), Source
America (NISH), National Association of Information Destruction (NAID)

Miscellaneous Expense — ltems that are unexpectedly need addressing particularly in the Homeless
Program and are not in existing line item expenses

Uniform Expenses — Uniforms for our Security Destruction Department personnel
Professional Services — Audit, legal, program consulting services

Advertising Marketing — Classified position ads and ads for our business service departments
Computer Expense — Network replacement, IT assistance, computer replacements

Printing/Copying — Annual report and other large document printing, business cards, business service
documents

Fees Commissions — Commissions for business department operations
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STEPS, Inc.
STAFF PERSONNEL POLICIES
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Welcome
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At Will Employment
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2.01
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Affirmative Action/Civil Rights
Equal Employment Opportunity
Americans with Disabilities Act
Hiring Practices

Definitions of Employment Status
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Liens
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STATUS CHANGE

5.01
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5.03
5.04
5.05

Transfer, Promotion and Upgrade
Demotion and Downgrade

Layoff
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BENEFITS

6.01
6.02
6.03
6.04
6.05
6.06
6.07
6.08
6.09
6.10
6.11
6.12
6.13
6.14
6.15
6.16
6.17
6.18
6.19
6.20
6.21
6,22
6.23

Annual Leave

Medical Leave

Compensatory Leave

Transfer of Accrued Leave
Bereavement Leave

Civil Leave

Paid Holidays

Leave of Absence

Group Health and Dental Insurance
Group Life Insurance

Tax Sheltered Annuity

Worker's Compensation
Unemployment Compensation
Social Security

Professional Liability Insurance
Travel

Food Facilities

Social and Recreational Activities
Parking

Staff Development

Annual Employee Development Plan
Hepatitis B Vaccine

Section 125 Plan

WORK AND PERFORMANCE RULES

7.01
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7.05
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Problem Solving
Standards of Conduct
Drug Free Workplace
Safety Rules
Confidentiality
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Sexual Harassment
Dress Code
Solicitations
Telephone Use



7.11 Conflict of Interest

7.12 Speaking to the Media

7.13 Smoking

7.14 Nepotism

7.15 Lost and Found

7.16 Personal Property

7.17 Credentials/Licenses Verification
7.18 Workplace Violence

8. COMPLAINT AND GRIEVANCE PROCEDURE
8.01 Grievance Procedure
9. TERMINATION OF EMPLOYMENT

9.01 Notice of Resignation

9.02 Fringe Benefits

9.03 Exit Interview

9.04 Release of Job References

APPENDIX

Organizational Chart

Information on Employee Rights

Employee Rights and Responsibilities under the
Family and Medical Leave Act

HIPAA Notice of Privacy Practices

Quality Policy Statement

Health and Safety Handbook



STEPS, Inc.
Policy Title: INTRODUCTION - Welcome Policy No.: 1.01
STEPS, Inc. welcomes you as part of its team of competent, dedicated
employees working together to achieve our Organization’s mission: “To provide
employment opportunities and related services to individuals with diverse abilities

in our communities.” We know that you will find your role both rewarding and
challenging.

These policies have been established so that all employees will understand their
mutual rights and responsibilities in the achievement of our Organizational goals.

Welcome to STEPS, Inc.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: INTRODUCTION - History Policy No.: 1.02

The “Tri-County Sheltered Workshop” was founded in 1976 in Farmville as a
satellite program of Lynchburg Sheltered Industries. In 1982, with the
cooperation of Lynchburg Sheltered Industries, the Farmville workshop formed its
own Board of Directors and applied for its own private, not-for-profit incorporated
status. In doing so, the Board of Directors changed the name to “The Sheltered
Workshop in Farmville, Inc.” In August 1990, the management of the workshop
changed along with the name of the organization. The name was changed to
“Southside Training, Employment and Placement Services, Inc.” but utilizes the
trade name “STEPS, Inc.” The name change reflected the new purpose of the
facility: to provide job training and employment opportunities. We currently
provide services in eleven (11) jurisdictions: Amelia, Appomattox, Brunswick,
Buckingham, Charlotte, Cumberland, Halifax, Lunenburg, Mecklenburg,
Nottoway and Prince Edward. We also provide job training and placement
services to welfare recipients through our Community Employment Division.
Employment outcomes can range from unsubsidized competitive employment in
the individual’s home community or employment within our organization.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: INTRODUCTION — Policy No.: 1.03
Chief Executive Officer’s Letter

Every position within the STEPS, Inc. structure is an integral part of this
organization. Regardless of your job title, you are in a position to contribute
toward our mission. In other words, you are an important and valued employee.
| sincerely hope that your dedicated efforts will bring you personal and
professional satisfaction and the rewarding feeling that you are a valued member
of our team.

The purpose of these personnel policies is to provide a guide that, if followed,
works toward the mutual benefit of everyone involved with STEPS. As with
teams, certain guidelines must be established so that everyone works toward a
common goal. The policies and procedures contained in this manual will provide
the information you need to become a contributing member of our team.

The policies in this manual are very important to you and to our organization. It
establishes your rights and responsibilities as an employee and the rights and
responsibilities of the organization as your employer. | encourage you to take the
time to understand all of the information contained in the following pages. If you
have any questions, concerns, or suggestions, please let me know or contact
STEPS’ Human Resource Manager.

This manual will be revised as policies and procedures evolve. |t is important
that you keep this manual for reference. As revisions are made, you will be
provided with replacement pages. Replacement copies of this manual are
available by contacting the Human Resource Manager.

Welcome to the STEPS team!

Sharon L. Harrup, MS
Chief Executive Officer

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.
Policy Title: INTRODUCTION — Authority and Distribution Policy No.: 1.04

The Board of Directors of STEPS, Inc., upon recommendation of its Personnel
Committee, has the authority to revise the policies contained in this manual. At
least annually, the Personnel Committee reviews this manual to determine if
changes are indicated.

Each employee receives a copy of this manual during orientation. Employees
are encouraged to recommend changes to the Chief Executive Officer or the
Human Resource Manager at any time.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.
Policy Title: INTRODUCTION — At Will Employment Policy No.: 1.05

Employment at STEPS, Inc. is at will and of indefinite duration. Either you as an
employee or the organization may terminate employment at any time and for any
reason. No agreement to the contrary is recognized unless such an agreement
is in writing and signed by the Chief Executive Officer. These personnel policies
are not all inclusive and no employment contract is expressed or implied.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.
Policy Title: INTRODUCTION — Chain of Command Policy No.: 1.06

The Board of Directors of STEPS, Inc. is responsible for setting policies for its
staff members. The Board employs the Chief Executive Officer, to whom it
delegates responsibility for the day to day administration of the organization. The
Chief Executive Officer manages the staff, using policies approved by the Board
of Directors.

STEPS staff is accountable to the Chief Executive Officer, through whom all
communication with the Board of Directors is channeled. A staff member who
does not follow this policy of channeling information through the Chief Executive
Officer may be subject to disciplinary action.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, Inc.
Policy Title: INTRODUCTION — Open Door Policy Policy No.: 1.07

Following the appropriate channels of communication, all employees are
encouraged to provide input and suggestions concerning the overall operation
and programs of STEPS, Inc. You are urged to initially bring your comments to
your immediate supervisor. In those cases where this may be inappropriate, you
may approach your department head or the Chief Executive Officer.

STEPS operates in an “open door” manner. All input from employees is
considered and should be presented without fear of personal recrimination.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.

Policy Title: INTRODUCTION — Code of Ethics Policy No.: 1.08

It is the policy of STEPS, Inc. to promote good values and positive, professional
relations among employees, participants, Board of Directors and all other
individuals in contact with STEPS. Towards that end, the following code of ethics
has been established with which all employees are expected to comply.

Relations with other employees:

Respect the rights and views of fellow employees and treat them with
fairness, courtesy and good faith.

Respect the differences of all employees.

Develop working relationships that respect individual talents and
capabilities.

Participate in dialogue with all employees, which include listening, talking,
clarifying, and writing.

Share expertise and information with other employees who are seeking
assistance.

Be objective, fair, and responsible when supervising and evaluating another
employee.

Maintain confidentiality.

Be responsible and report to your supervisor if another employee has
violated ethical standards.

Avoid personal relations with participants.

Relations with the Board of Directors:

Respect the position and role of each Board member.
Avoid relationships or commitments that conflict with the interest of the
Board or agency.

Relations with other businesses/contractual relationships/outside contacts/
financial practices:

Maintain and promote a professional attitude and positive image while
representing STEPS, Inc.

When engaged in a supplier relationship, seek the best and most cost
effective products and services.

Avoid any personal gain or benefit from outside associations, which arise
because of employment with STEPS, Inc.

Marketing Activities:

Adhere to and work towards the mission of STEPS, Inc.

Participate in the overall agency development and management through
departmental meetings, planning sessions and any other opportunities
presented.



Relations with Participants:

Provide services without regard to age, race, creed, color, sex, disability,
national origin, ancestry, sexual orientation, or any other basis as prohibited
by State or Federal law.

Treat all participants with dignity, value, and respect.

Display a genuine interest in all participants and be committed to providing
services in the participant’s best interest.

Provide efficient, pertinent, and effective services for participants and their
caregivers.

Respect the privacy of participants and maintain the confidentiality of
participant records.

Avoid relationships or commitments that conflict with the interest of
participants.

Avoid personal relations with participants.

Respect the relationships between participants and other organizations in
the initiation of services, minimizing the risk of confusion and conflict.
Respect the diverse needs of participants and act in a manner that upholds
their human and civil rights.

Promote independence and productivity.

Other:

Evaluate one’s own strengths, limitations, biases and effectiveness.

Strive to become and remain proficient in the skills needed for one’s own
position.

Accurately represent one’s own education, training, experience and
competencies.

Avoid internal/external relations that could impair judgment.

Avoid engaging in or condoning any form of harassment or discrimination.
Understand that all information produced at STEPS, Inc. for its programs,
education and public relations remains the property of STEPS.

Be honest and open, maintaining integrity and sincerity.

Maintain respect for agency policies, procedures, and decisions.

Use the resources of the organization only for the purposes for which they
were intended. :
Act in accordance to high standards of professional integrity, adhering to all
applicable laws and regulations. _

Correct, whenever necessary, false, misleading, or inaccurate information
and presentations made by others concerning STEPS.

Always approach any work-related problem in a problem solving manner,
rather than complaining about the presumed reasons for the problem.
During employment and upon employment termination, respect the integrity
and reputation of STEPS through maintaining confidentiality of sensitive
information including employee records.

Understand that a violation of the Code of Ethics may be grounds for
dismissal.



- Whistleblowers and others who make protected disclosures in good faith
shall not be retaliated against in any manner, with the intent of adversely
affecting the terms or conditions of employment or enroliment (including but
not limited to, threats or physical harm, loss of job, adverse or punitive work
assignments or impact on salary or wages) and shall be protected from
such retaliation by STEPS. This protection from retaliation is not intended
to prohibit supervisors or administrators from taking action, including
disciplinary action, in the usual scope of their duties and based upon valid
performance related factors. Whistleblowers and others who believe they
are the subject of prohibited retaliation should promptly report such actions
to the Human Resource Manager.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 02/28/2009
Revised: 02/29/2012



STEPS, Inc.

Policy Title: INTRODUCTION — Policy No.: 1.09
Organization Strategic Plan

STEPS, Inc. has an organization Strategic Plan which outlines our mission,
values, strengths and weaknesses, opportunities and threats, and spells out our
five year plan for the accomplishment of our mission. This long range plan
identifies goals and objectives for the next five years and an action plan for the
current year. The results of the actions specified in the plan are reviewed
annually by the administrative staff and Board of Directors to determine progress.
You are urged to review the current Strategic Plan for STEPS, Inc. to identify
how your role contributes to the satisfaction of our mission.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: INTRODUCTION — Organization Manuals Policy No.: 1.10
STEPS, Inc. publishes the following manuals:

Personnel Policies — Staff

Personnel Policies — Production Worker
Personnel Policies — Participant

Board Orientation Manual

Administrative Policies and Procedures Manual
Health and Safety Handbook

Safety Committee Manual

Safety Policies and Procedures Manual
Rehabilitation Policies and Procedures Manual

©WONOORA~WN=

You are expected to review these documents and use them as reference when
policy and procedural questions arise. As always, your suggestions for changes,
additions, and/or deletions are welcome.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2005



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION — Policy No.: 2.01
Affirmative Action/Civil Rights

STEPS, Inc. provides equal employment opportunity to all persons without
regard to age, race, creed, color, handicap, marital status, sex, national origin,
ancestry, sexual orientation, membership in the national guard, state defense
force or any other reserve component of the military services of the United States
or this state and promotes the full realization of this policy through a positive,
continuing program of affirmative action. STEPS, Inc. is committed to equal
opportunity for all applicants and staff members in personnel matters, including
recruitment and hiring, benefits, staff development, promotion and transfer,
compensation, and voluntary or involuntary termination. The organization strives
for an employee base that reflects diversity.

STEPS, Inc. will attempt to achieve and maintain a diverse work force. These
steps include, but are not limited to, the following:

14 Pursuing our affirmative action program along with regular review by
the Board of Directors.

2, Ensuring that STEPS, Inc. policy regarding equal employment
opportunity is communicated to all employees.

3. Ensuring that hiring, promotion, and wage/salary administration
practices are fair and consistent with the policies of the corporation.

4. Reporting to the Board of Directors on all activities and efforts to
implement the corporation’s policy of equal employment opportunities.

5 To the extent that our employee base is not diverse, we will make

special recruitment efforts as part of this plan.

Each employee having supervisory responsibility over other employees must
provide equal opportunity for all employees with regard to work assignments,
staff development, promotion and transfer, and other conditions and privileges of
employment and must work to assure a continuation of this policy of affirmative
action.

Contact the Human Resource Manager for a copy of our Civil Rights Compliance
Action Plan for information on how to file a complaint.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION — Policy No.: 2.02
Equal Employment Opportunity

STEPS, Inc. believes that equal opportunity for all employees is important for the
continuing success of our organization. In accordance with state and federal
laws, STEPS, Inc. will not discriminate against an employee or applicant for
employment because of age, race, creed, color, handicap, marital status, sex,
national origin, ancestry, sexual orientation, membership in the national guard,
state defense force or any other reserve component of the military services of the
United States or this state in the hiring, promotion, demotion, or transfer, staff
development, benefits, voluntary or involuntary terminations, recommendations,
rates of pay, or other forms of compensation. Opportunity is provided to all
employees based on the qualifications and job requirements.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION — Policy No.: 2.03
Americans with Disabilities Act

STEPS, Inc. encourages applications from persons with disabilities and does not
discriminate against them in any way. STEPS, Inc. complies with the Americans
with Disabilities Act (ADA) of 1990, by:

- Considering all applicants with disabilities for employment using the same
criteria as are used for the employment of persons who do not have
disabilities.

- Considering employees with disabilities for promotion or transfer using the
same criteria as are used for the promotion or transfer of employees who
do not have disabilities.

- Taking steps to make our physical facilities barrier-free and accessible
according to appropriate federal and state statutes.

- Making scheduling and other adjustments to reasonably accommodate
employees with disabilities.

- Providing training to employees in the provisions of the ADA and their role
in adhering to its provisions.

- Posting notices explaining the provisions of the ADA and employees rights
under this law.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 01/15/2008



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION - Policy No.: 2.04
Hiring Practices

It is the policy of STEPS, Inc. to hire the best matched person for a given position
and to engage in hiring practices which are fair to both applicants and the
organization. STEPS, Inc. posts all vacant staff positions internally to give
current staff members, production workers, and participants the opportunity to
apply and compete for vacant positions. The organization reserves the right to
recruit for all vacant staff and production worker positions outside of STEPS, Inc.
in addition to internal posting.

Only those positions which are contained in the organization’s budget approved
by the Board of Directors may be filled. The Chief Executive Officer and other
supervisory staff are authorized to fill vacant positions following these policies
and the position’s job description in effect at the time of hire.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION — Policy No.: 2.05
Definitions of Employment Status
1 Eull Time — is scheduled to work 40 hours per week on a consistent
basis.
2. Part Time — is scheduled to work less than 40 hours per week on a

consistent basis.

3. Limited Term — is scheduled to work, on a consistent full or part time
basis, for a specified period of time.

4, Consultant/Contract — is scheduled to perform a short term, time
limited, specific function.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION — Policy No.: 2.06
New Employee Orientation

In order to make you feel comfortable in your new position and to help you get to
know us, STEPS, Inc. has set up an employee orientation program. This
program is designed to give you sufficient information so that you may quickly
become familiar with the overall organization’s operations as well as the policies
and benefits of employment.

Your immediate supervisor will coordinate and conduct your orientation during
the first week of your employment. You will have the opportunity to complete
various authorizations, receive information regarding various policies, receive the
employee handbook and meet personnel with whom you will be working.

In addition, follow-up conferences between you and your immediate supervisor
will be held during your introductory period to review various policies and to
determine if you are experiencing any problems or difficulties adjusting to your
job.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION - Policy No.: 2.07
Job Descriptions

STEPS, Inc. maintains a written job description for all positions. In the event that
new positions are created through expansion or reorganization as reflected in the
organization’s budget approved by the Board of Directors, written job
descriptions will be prepared by the Human Resource Manager.

STEPS, Inc. job descriptions contain the job title, minimum education and
experience qualifications, the responsibility and authority of the position,
essential duties or functions, required physical activities, driving and other
requirements, the position to whom the position reports, and identification of the
positions reporting to the position. Job descriptions are reviewed and approved
by the Personnel Committee.

Job descriptions are detailed and explicit as possible. However, occasionally
employees are required to perform related duties not specified in the job
description. Job descriptions are reviewed by the employee and hisfher
immediate supervisor at the time of the employee performance appraisal andfor
in the event of major responsibility or duty changes.

You are provided with a copy of your current job description during your initial job

orientation, when you transfer to a new position within STEPS, Inc. and after any
changes have been made in the job description.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: HIRING AND ORIENTATION - Policy No.: 2.08
Personnel Files

A confidential personnel file is maintained for each employee. This file, which is
the property of STEPS, Inc., includes your job application, resume, job
description, credentials verification, performance evaluations, correspondence
and internal memos, employee development records, leave of absence and
attendance information, authorizations for payroll deductions, wage/salary
changes, authorizations for benefits, and documentation required by state or
other regulatory agencies.

Access to your personnel file is limited to the Chief Executive Officer,
Management Team Members and your immediate supervisor.

You are responsible for assuring that all information retained by STEPS, Inc.
such as your address, phone number, emergency contacts, etc. remain current.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007
Revised: 01/15/2008
Revised: 04/29/2008



STEPS, Inc.
Policy Title: COMPENSATION — Hours of Work Policy No.: 3.01

It is the policy of STEPS, Inc. to establish work hours for each staff, based on
work load, customer service needs, and the efficient management of personnel
resources. Working hours are not the same for all staff. Your immediate
supervisor is responsible for establishing your normal schedule.

Each staff member is required to maintain a time sheet logging the hours worked
for payroll and cost accounting purposes.

The work week commences at 12:01 AM on Sunday and ends at 12 midnight on
Saturday.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, INC.

Policy Title: COMPENSATION — Organization Closings Policy No.: 3.02

Occasionally, STEPS, Inc. is required to close for all or a portion of a work day
due to weather conditions, equipment malfunctions and other emergency
closings. You are urged to listen to your local radio and television stations for
announcements of closings.

Below is a listing of announcements that will be made on the local stations
regarding the status of STEPS during closings.

1

“STEPS in Farmville/Victoria closed. Follow Code 1.”

This means that our transportation system will not operate, but all other
employees are expected to report to work at their normal time. Any
employee not planning to report to work is expected to call in by 7:00 a.m.

“STEPS in Farmville/Victoria closed. Follow Code 2.”

This means that our transportation system will not operate, but all other
employees are expected to report to work at 9:00 a.m. Any employee not
planning to report to work is expected to call in by 9:00 a.m.

If you choose to arrive at work before 9:00 a.m., there may not be a
supervisor available to let you in the building.

“STEPS in Farmville/Victoria closed. Follow Code 3.”

This means NO ONE is expected to report to work. Staff should anticipate
having to use annual leave to cover the absence. However, if a member
of the staff wishes to work, this is permissible.

Every effort will be made to have these announcements aired as early as
possible. Be sure to listen carefully to ensure that the announcement you hear is
for the STEPS location in which you work.

If you are unable to get to work or you feel that you should leave work due to
inclement weather, you will not be paid for the lost time, but may take earned
annual leave in lieu of no pay.

The decision to officially shut down is made by the Chief Executive Officer, in
consultation with other staff and the area’s Transportation Department.

Approved: Personnel Committee

Board of Directors

Effective: 04/17/2003
Revised: 10/02/2006
Revised: 03/05/2007
Revised: 01/15/2008
Revised: 01/26/2009



STEPS, Inc.
Policy Title: COMPENSATION — Absence and Tardiness Policy No.: 3.03

All staff are expected to be present for their total work schedule, unless excused
by their immediate supervisor. Excused absences include illness, industrial
injury, leave of absence, vacation, holidays, jury duty, subpoenas and previously
approved unpaid leave.

All leave in excess of one day (excluding holidays) must be approved in writing
by your immediate supervisor and a copy must be attached to the employee’s
time record.

If you will be absent or tardy, you are required to contact your immediate
supervisor as far in advance as possible, stating the reason you will be unable to
perform your duties. Any absence not reported will be considered unexcused.

It is your responsibility to accurately record your absence on your time sheet.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 04/22/2009



STEPS, Inc.
Policy Title: COMPENSATION — Travel Reimbursement  Policy No.: 3.04

Employees shall be reimbursed for travel at the State approved rate per mile.
Travel payment shall be determined as the mileage required to travel on behalf of
the organization and for the completions of the organization’s business. It does
not include travel to and from the place of residence to the assigned work site.
However, if the employee is asked to travel to another site on organization
business, mileage is determined by subtracting the usual mileage to and from
work.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: ADMINISTRATION — Policy No.: 4.01
Staff Employment Classifications

In order to assist you in interpreting these and other Organizational policies,
following are the definitions of a number of staff employment classifications:

Upon date of hire to any STEPS position (except for the Chief Executive Officer),
the employee shall be on an introductory period for three (3) months. The
immediate supervisor has the opportunity to evaluate the individual and his/her
work performance to determine whether performance meets the required
standards. Failure to provide satisfactory performance or any breach of the
Employee Standards of Conduct (see Policy 7.02) during the introductory period
is grounds for termination and is not grievable.

% Full-time Exempt Professional Staff: A person in this category has
met all employment conditions and is scheduled to work at least forty
(40) hours per week. These staff members are eligible for all
personnel benefits offered by STEPS, Inc.

2. Full-time Non-exempt Professional Staff: A person in this category
has met all employment conditions and is scheduled to work forty (40)
hours per week. These staff members will be paid time and a half for
any time worked over forty (40) hours in a given week and are eligible
for all personnel benefits offered by STEPS, Inc.

4 Full-time Hourly Employee: A person in this category has met all
employment conditions and is scheduled to work forty (40) hours per
week. These employees will be paid time and a half for any time
worked over forty (40) hours in a given week. Limited personnel
benefits will apply to persons in this category.

4, Full-time Temporary Employee: A person in this category has met
all employment conditions and is scheduled to work forty (40) hours
per week for a finite period of time. These employees will be paid time
and a half for any time worked over forty (40) hours in a given week.
Personnel benefits do not apply to persons in this category.

5. Part-time Hourly Employee: A person in this category is employed
for an indefinite period and is scheduled to work less than forty (40)
hours per week. Persons in this category are paid on the basis of an
established hourly wage. Limited personnel benefits will apply to
persons in this category.



6. Contractual Employee: A contractual employee shall negotiate with
the Chief Executive Officer for salary and benefits. These shall be
stated in a Contract for Services that shall be effective for a specified
period of time and reviewed at least annually.

7. Workers (Participants): Workers will be paid on an hourly or piece
rate basis subject to Department of Labor standards. This
classification applies only to individuals with disabilities who are
considered “disabled” for the job for which they are being paid to
perform. Limited personnel benefits will apply to persons in this
category.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, Inc.

Policy Title: ADMINISTRATION — Wages and Salaries Policy No.: 4.02

The wages and salaries of all staff members are based on the nature of the work
performed.

Your wage or salary is determined by several factors:

1.
2.

3.

4.

The minimum related education and experience required for the job.
Your related experience and education in relation to the minimum
required.

Your performance in relation to your Job Description and other relevant
factors as determined by the results of your most recent Employee
Performance Evaluation.

The dollar amount budgeted for your position.

Employee Performance Evaluations and resulting assessment of your related
experience and education in relation to the requirements of your position form the
basis of any wage or salary adjustment. These evaluations and assessments
are completed:

b=

At hire (wage or salary assessment only).

Within 3 months of your hire.

Upon promotion or transfers to another position.

Prior to completion of your promotion or transfer adjustment period.
Annually on date of your hire.

The Chief Executive Officer is responsible for coordinating and authorizing all
staff wage and salary adjustments based on your most recent Employee
Performance Appraisal and the dollar amount budgeted for your position.

Approved: Personnel Committee

Effective:
Revised:

Board of Directors

10/16/2003
03/05/2007



STEPS, Inc.

Policy Title: ADMINISTRATION — Policy No.: 4.03
Method and Time of Payment

All employees are paid by check, after 2 PM on a bi-weekly basis, every other
Friday. NO checks will be distributed prior to 2 PM on pay day. If a pay period
ends on a holiday, every attempt will be made to issue checks on the work day
immediately before.

If STEPS is closed due to inclement weather, the following shall apply to issuing
pay checks:

1. “STEPS in Farmville/Victoria closed. Follow Code 1.”
Checks will be issued after 2 PM.

2. “STEPS in Farmville/Victoria closed. Follow Code 2.”
Checks will be made available if authorized personnel are working.

Authorized Personnel include: Farmville Locations
Chief Executive Officer
Employment Services Manager
Manufacturing Manager
Human Resource Manager
Business Manager
Bookkeeper
Boutigue Manager
Assistant Boutique Manager

Victoria Location

Chief Executive Officer
Employment Services Manager
Manufacturing Manager
Cutting Department Supervisor
Office Manager

3. “STEPS in Farmville/Victoria closed. Follow Code 3.”
Checks will not be issued until STEPS reopens for business.

STEPS is willing to mail your paycheck to a provided address. Checks will be
mailed on payday. With your WRITTEN AND SIGNED authorization, STEPS will
also release your check to a friend or relative with proper identification, if you are
absent on pay day.



Approved: Personnel Committee
Board of Directors

Effective: 09/08/2004
Revised: 03/01/2007
Revised: 12/09/2009
Revised: 09/29/2010



STEPS, Inc.

Policy Title: ADMINISTRATION — Policy No.: 4.04
Overtime and Compensatory Time

You may be required to work overtime when it is deemed necessary by your
immediate supervisor. Non-exempt staff are compensated at the rate of one and
one-half times for hours worked in excess of forty (40) hours in a work week
(Sunday through Saturday), provided the overtime has prior approval of their
immediate supervisor. Non-work paid absences (such as vacation, holidays, and
personal leave) are not included when calculating hours worked and overtime.

Exempt staff (those meeting the criteria for administrative, executive and
professional) are not entitled to overtime for hours worked in excess of forty (40)
in a work week.

Exempt and non-exempt staff are not eligible for compensatory time.
No overtime is allowed for workshops or conventions.

All non-exempt staff are required to maintain time sheets.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 04/22/2009



STEPS, Inc.

Policy Title: ADMINISTRATION — Payroll Deductions Policy No.:

All deductions from your gross pay fall into the following categories:
1. Those Required by Federal and/or State Law

Employee’s share of Social Security tax
Virginia State withholding tax

Federal withholding tax

Liens

apop

2. Those Authorized by You

Your tax sheltered annuity contribution
Your group health and dental contribution
Your supplemental (AFLAC) contribution
Other

oo oo

The results of these deductions appear on your pay check stub.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003

4.05



STEPS, Inc.
Policy Title: ADMINISTRATION - Liens Policy No.: 4.06

STEPS, Inc. incorporates the following fee schedule for each lien received on
employees.

Department of Taxation Tax Lien $20.00 per lien

County Tax Lien 20.00 per lien
Garnishment Summons 10.00 per garnishment
Division of Child Support Enforcement 5.00 per payroll deduction
Wage Assignments 5.00 per payroll deduction

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: ADMINISTRATION — Policy No.: 4.07
Job Performance Evaluation

The purpose of the job performance evaluation is to identify the employee's
performance level, growth potential and developmental needs. Equally
important, the performance evaluation provides an opportunity to recognize good
performance and to let employees know their contributions have an impact on
the organization. Discussions of employee evaluations not only clarify functions,
duties and responsibilities, but should motivate the employee towards improved
performance. By giving the employee the opportunity to present options of
his/her performance, two way communication is encouraged. Effective job
performance is the essence of quality service delivery, and the goal of excellent
job performance is inextricably linked to the goal of meeting client needs.
Employees and supervisors are mutually responsible for quality assurance,
efficiency, ethical conduct, and safety in relationship to work performed. The
immediate supervisor is responsible on an ongoing basis for:

1 Clarifying the employee’s tasks, priorities, and accountabilities as

documented on the job description.

Motivating the employee toward improved performance.

Fostering a positive and productive work relationship with the employee.

Soliciting input from the employee on his/her performance and conduct.

Keeping the employee informed as to his/her positive accomplishments,

areas in need of improvement and expected standards of performance

and conduct.

6. Keeping the employee trained in new methods and procedures that may
enhance job performance.

7. Keeping the employee informed of agency program/administration
changes, especially as it pertains to his/her job position.
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The employee is responsible on an ongoing basis for:

1. Seeking clarification and instructions related to tasks, priorities and
accountabilities.

2 Requesting supervision in areas of job difficulty.

3. Carrying out duties and functions to the best of his/her ability.

4 Acting on the job in accordance with STEPS, Inc. standards of conduct
and performance.

The procedure for Performance Evaluation: In order to provide a framework for
Job performance evaluation, it is determined that two processes are necessary.
the informal and formal evaluation.



INFORMAL — The informal process consists of the ongoing supervision provided
by the immediate supervisor and the interaction between the immediate
supervisor and employee. Since it is the function of STEPS to make employees
better in their job performance, it is expected that this ongoing supervisory review
will be the basis for identifying problems before they become major difficulties
and to point out positive accomplishments on the part of the employee.

The informal process should be recorded on a Corrective Action Form as a
written description of the issue, discussion and results agreed upon with the
employee. Issuance of a Corrective Action Form is not considered a reprimand.
It is merely a tool to record issues and steps intended to motivate and encourage
the employee to become more productive and to improve performance/behavior.

FORMAL — The formal evaluation process shall begin during the thirty-day
period prior to the employee’s scheduled evaluation date. The employee and
immediate supervisor need to go over the evaluation in general. A period of
time should be allowed for the employee to review the evaluation. The
employee may add to or attach any comments regarding the evaluation.

While it is the practice of STEPS to recognize the dual nature of the evaluation
" that calls for input from both immediate supervisor and employee, it is also
recognized that the immediate supervisor has the authority to determine the
content and recommendations on the final evaluation that is submitted to the
Chief Executive Officer.

THREE (3) MONTH JOB PERFORMANCE REVIEW: For three months following
your initial employment date, you are in an introductory period. This time is used
by both the employee and the employer to evaluate each other to determine
whether the working relationship is satisfactory and whether employment should
become permanent. If during the introductory period, it is apparent that the
position is not right for the employee or that the employee is unwilling or unable
to meet the requirements of the work in a satisfactory manner, the employee may
be terminated without the right to appeal the dismissal or any recourse to
grievance procedure. This will be shown as “unadapted for assigned work,” or at
the employee’s election, “resignation.”

Under exceptional circumstances when a fair evaluation of the employee’s
Performance could not be made within the three month period, the immediate
supervisor, with the approval of the Chief Executive Officer, may extend the
introductory period by a maximum of three months. It should be emphasized
that this would only occur during exceptional circumstances. Upon initial
employment, the immediate supervisor should provide an orientation to

the employee as to the job tasks and the expectations of the facility for
performance of the employee in that job position. The immediate supervisor
should also begin the evaluation process at that point by sharing the format and
evaluation procedure with the employee. Since the employee is in a new
situation, the immediate supervisor should provide an ongoing informal



evaluation procedure on a frequent basis.

ANNUAL JOB PERFORMANCE REVIEW: The annual job performance
evaluation for all employees is the means for appraising qualitative and
quantitative aspects of the employee’s work. This evaluation is to be based on
job tasks and specific performance criteria. The immediate supervisor and
employee will meet to review the completed evaluation form. The evaluation will
obtain quantitative and/or qualitative indication of job performance, delineation of
strengths and weaknesses in performing job tasks, any changes in job
description, the growth potential and developmental needs of the employee, and
signature of both immediate supervisor and employee. NOTE: the employee’s
signature only attests to the evaluation having been discussed with him/her and
does not necessarily indicate agreement with its content.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.

Policy Title: ADMINISTRATION - Policy No.: 4.08
Employment Information/Payroll History

STEPS, Inc. charges employees a fee of $1.00 per page ($5.00 minimum) to
generate payroll history reports and for completing employment information
forms.

This fee is waived for agencies that do not accept pay stubs as proof of
employment/income.

Approved: Personnel Committee
Board of Directors

Effective: 08/01/2006



STEPS, Inc.

Policy Title: STATUS CHANGE — Policy No.: 5.01
Transfer, Promotion and Upgrade

STEPS, Inc. encourages you to apply for staff positions for which you are
qualified as they become vacant. If you apply for and secure a staff position of
an equal range to your current position, you will be transferred to that position. If
you apply for and secure a staff position in a higher range, you will be promoted
to that position. When a promotion is made or a position is upgraded, the
employee may receive a salary increase.

Up to the first 90 calendar days in your new position is considered an
introductory period to enable you to learn the new job and to afford your
immediate supervisor the opportunity to evaluate your performance. This
introductory period may be extended an additional 90 calendar days if more time
for training and/or observation is needed.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: STATUS CHANGE — Policy No.: 5.02
Demotion and Downgrade

Demotions and downgrading of employees are based on the following:

1. PERFORMANCE demotion is an assignment to a position in a lower
salary grade because the employee has displayed an “inability to adapt to
the job requirements.”

2 VOLUNTARY demotion is initiated at the request of the employee.

3. DISCIPLINARY demotion is the assignment of an employee to a lower
salary grade in lieu of termination.

4. LAYOFF results when there is a reduction in employees because of
economic conditions, reorganization, lack of work, and/or job abolition.
The employee may be offered a position at a lower salary. The selection
of employees shall be in accordance with STEPS policy on layoffs.

In item 1, 2, and 3 a new performance date is established. All demotions and/or
downgrades shall require the approval of the Chief Executive Officer.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, Inc.
Policy Title: STATUS CHANGE - Layoff Policy No.: 5.03

When it is necessary to reduce the number of facility employees because of lack
of work, funds or re-organization, the Chief Executive Officer shall make a
thorough analysis of this need. The Chief Executive Officer shall involve the
Management Team in making such a study and in developing plans for reduction
in the workforce. Employees separated from employment through layoff shall be
placed on a list of those eligible for reemployment. This list shall be maintained
for six (6) months from the date of such employee’s layoff. Decisions made
regarding layoff are not subject to the grievance procedure.

When STEPS, Inc. employees face layoffs, the following shall be in effect:

1 Employees that have health and dental insurance will receive a packet
from COBRASERYV National Service Center in St. Petersburg, Florida
explaining what needs to be done in order to continue health and dental
coverage. Employees that elect to continue health and dental coverage
through COBRA must realize they will be responsible for paying 100% of
their premiums directly to COBRASERV.

2. STEPS will continue paying the employee’s life insurance for 6 months.

& Employees that have Supplemental Insurance Policies will be billed
directly for their policies at their home address and are responsible for
paying 100% of the premiums.

4. Employees will not accrue annual and medical leave.

B, Employees will not be entitled to holiday pay.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007
Revised: 02/18/2009



STEPS, Inc.

Policy Title: STATUS CHANGE — Policy No.: 5.04

Reduction in Hours and Salary

Only the Chief Executive Officer may reduce the hours of employees with an
adjustment in salary and fringe benefits. This may be done in lieu of termination
when necessitated by economic conditions, reorganization, lack of work or other
conditions. Any decision regarding the reduction in hours is not grievable.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, Inc.

Policy Title: STATUS CHANGE - Policy No.: 5.05
Suspension

Suspension results when a Level | Offense has been committed (See Policy No.
7.02 — Standards of Conduct). Employees on suspension will be eligible to
continue their medical and dental coverage through COBRA. Annual and
medical leave benefits do not accrue to those on suspension. STEPS will
continue to pay for the employee’s life insurance until a final determination is

made regarding employment.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2006
Revised: 03/12/2008



STEPS, Inc.
Policy Title: BENEFITS — Annual Leave Policy No.: 6.01

STEPS, Inc. considers an annual vacation important to an employee’s health,
morale and efficiency; therefore, full-time exempt professional and full-time non-
exempt professional staff is entitied to annual leave. Consequently, pay in lieu of
annual leave is not granted (except upon termination or in cases of emergency
with the approval of the Chief Executive Officer), as this would defeat the
purpose of annual leave. The employee upon termination will be paid for annual
leave less any outstanding balance owed to the agency. All annual leave over 8
hours must be requested in writing to your immediate Supervisor at least one
calendar week in advance of the anticipated time off. All employees shall
schedule their use of annual leave so as to accommodate staff plans, workloads,
and the calendar year carry over. A Supervisor, Manager, or Chief Executive
Officer may deny or reschedule staff requests when an organizational conflict is
indicated, but every effort will be made to honor your request on a fair and
equitable basis.

Annual leave is accrued from date of hire but does not accrue to those on
suspension or leave without pay. The amount of annual leave that is credited
each month and the amount of annual leave that can be accrued depend upon
the number of years of service with STEPS, as shown in the following table:

Maximum Carryover Hours

Months of Service Hours Earmed per Month/Year as of December 31st
0-36 8/96 20
37-72 10/120 24
73 —-108 12/144 28
109 — 168 14/168 32
169 — 228 16/192 36
229 + 18/216 40

Any annual leave hours in excess of your maximum allowed carryover will be
converted to medical leave hour for hour.

If you or your immediate supervisor has any questions as to the number of
annual leave hours available to you at any time, contact the Office Manager at
the Victoria facility or the Human Resource Manager at the Farmville facility.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/02/2005
Revised: 03/05/2007



STEPS, Inc.
Policy Title: BENEFITS - Medical Leave Policy No.: 6.02

Full-time exempt professional and full-time non-exempt professional staff are
eligible to accrue six (6) hours of medical leave per month. Medical leave may
be used to cover any absences related to physical or mental health.

With the occurrence of an extended iliness a staff member may request the use
of accrued annual leave in addition to his/her medical leave. You retain all of
your benefits during medical leave. For further information see Appendix
entitled “Notice to Employees Under Family and Medical Leave Act of
1993.”

Medical leave for other health related issues must have prior approval by your
immediate supervisor.

llinesses due to work related injuries are not covered by this policy.

Upon termination, you are not reimbursed for any unused medical leave.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007
Revised: 04/22/2009



STEPS, Inc.

Policy Title: BENEFITS — Compensatory Leave Policy No.: 6.03

Full-time exempt and full-time non-exempt staff are not eligible for compensatory
leave. Full-time exempt staff are expected to work as many hours as needed to

complete the job tasks. Full-time non-exempt staff will be paid one and one-half
times their hourly rate for all hours worked over forty (40).

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 04/22/2009



STEPS, Inc.
Policy Title: BENEFITS — Transfer of Accrued Leave Policy No.: 6.04

Staff may transfer leave time to a fellow staff member experiencing a
personal/family crisis. Staff must document in writing to the Chief Executive
Officer the request to transfer his/her leave to a fellow staff member. The type of
hours and number of hours to be transferred must be documented in the letter.
Medical and annual leave may be transferred. The Chief Executive Officer will
respond to the request in writing. Upon approval, the administrative office will
make the leave transfer.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007
Revised: 04/22/2009



STEPS, Inc.
Policy Title: BENEFITS - Bereavement Leave Policy No.: 6.05

In cases of death in the immediate family, up to three days leave with pay may
be granted to full and part-time employees. Maximum is three days in a calendar
year. Other leave types may be used for additional bereavement leave time
beyond the three day maximum. Immediate family members include: spouse,
children, stepfather, stepmother, stepchildren, siblings, mother, mother-in-law,
father, father-in-law, grandchildren and grandparents.

A printed obituary must be presented to enable employees fo receive
bereavement leave.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 07/01/2007
Revised: 04/14/2008



STEPS, Inc.
Policy Title: BENEFITS — Civil Leave Policy No.: 6.06
An employee shall be granted leave with pay for serving on a jury providing the

leave is scheduled with the immediate supervisor in advance. The employee has
two options for receiving pay for that day:

1. Employee can use annual leave for the day and keep the payment
from the court.

2. Employee can turn into STEPS any payment he or she receives for the
time spent in court and STEPS, Inc. will pay the employee for the
entire day.

If an employee is attending court as a witness under subpoena in his/her
professional capacity as an employee of STEPS, this will not be considered
leave time. Any compensation received for such duties will be turned over to
STEPS, as is any compensation received for other services provided as a
STEPS employee. The employee must furnish a written court order that requires
such duty.

If the employee is involved in a personal case as plaintiff or defendant, he/she
shall not be granted civil leave but must use annual leave or leave without pay.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 04/22/2009



STEPS, Inc.
Policy Title: BENEFITS — Paid Holidays Policy No.: 6.07

STEPS full-time exempt professional and full-time non-exempt professional staff
are eligible for ten (10) holidays with pay.

The Chief Executive Officer will determine the holiday schedule. This schedule
will be posted prior to the beginning of each fiscal year (July 1 — June 30).

If it is necessary for a non-exempt employee to work on a holiday, he/she is
compensated at the rate of one and one-half times their hourly rate of pay for all
hours worked over forty (40). Employees should not work on holidays, without
the written approval of their immediate supervisor.

Exempt employees are not compensated for working on holidays but will be
given another day off in its place.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007
Revised: 12/10/2010



STEPS, Inc.

Policy Title: BENEFITS - Leave of Absence Policy No.: 6.08

A leave of absence may be granted to any regular full or part-time staff, both with
and without pay, as follows:

1.

LEAVE WITHOUT PAY - this includes time off beyond earned annual
and medical leave for up to forty-five (45) consecutive work days or
360 hours for any one occurrence and shall not exceed forty-five (45)
days or 360 hours in a one year period dated from the first use of leave
without pay in the time period. You may continue your fringe benefits
during an unpaid leave of absence at your own expense. Annual and
medical leave will not accrue during leave without pay. STEPS, Inc.
will make every attempt to return you to your previous or a similar
position upon your return from leave of absence; however, no
guarantee of re-employment in your same position is made. All leave
without pay requests must be in writing and be approved in advance by
the Chief Executive Officer. If all accrued leave has been used and
unapproved leave without pay is taken, the employee will be
terminated. This leave will not be granted in conjunction with
Family and Medical Leave.

LEAVE WITH PAY — this includes jury and witness duty. If you are
reimbursed for these activities, you are expected to reimburse STEPS,
Inc. the total of your jury compensation or take annual leave.

FAMILY AND MEDICAL LEAVE — family and medical leave will be
provided pursuant to State and Federal law.

UNIFORMED SERVICES EMPLOYMENT AND REEMPLOYMENT
LEAVE (Military Leave) — uniformed services employment and
reemployment leave will be provided pursuant to State and Federal
law.

If you do not report back to work on your first scheduled day following your leave,
you will be terminated.

Approved: Personnel Committee

Board of Directors

Effective: 10/21/2005

Revised:
Revised:

03/05/2007
04/22/2009



STEPS, Inc.

Policy Title: BENEFITS — Policy No.: 6.09
Group Health and Dental Insurance

STEPS, Inc. makes available group health and dental insurance for all full-time
exempt and full-time non-exempt professional staff. You are eligible to
participate in this insurance effective the first day of your employment with the
organization.

STEPS, Inc. pays a portion of the health insurance for full-time exempt and full-
time non-exempt professional staff. This amount changes on an annual basis.
Contact STEPS’ Human Resource Department for the current amount being paid
toward the health insurance plan.

STEPS, Inc. pays 50% of the dental insurance plan for full-time exempt and full-
time non-exempt professional staff.

Staff on unpaid leave of absence or those persons whose employment with
STEPS has terminated may elect to carry and/or continue these benefits, at no
cost to STEPS, Inc., up to the limits required by law under The Health Insurance
Portability and Accountability Act of 1996 (HIPAA).

STEPS, Inc. reserves the right to change group insurance carriers, agents,
benefits, or the amount of staff contributions at any time.

See STEPS Human Resource Manager for details of the plans currently in effect.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Group Life Insurance Policy No.: 6.10
STEPS, Inc. provides a $25,000.00 group life insurance policy for each full-time

exempt and full-time non-exempt professional staff person. This policy takes
effect the first day of your employment with the organization and is available at

no cost {o you.
This coverage terminates when you are no longer employed by STEPS, Inc.

Please review your policy for age adjustments to your life insurance premium.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Tax Sheltered Annuity Policy No.: 6.11
STEPS, Inc. maintains a Tax Sheltered Annuity program to provide access to
retirement benefits for all employees. You may elect to enter this program, with
your personal contribution (payroll deduction) upon your date of hire.
The total amount of your contribution is governed by Federal law.
The insurance company carrying Tax Sheltered Annuities for STEPS, Inc.
employees may develop regulations which supersede these policies. See the
Human Resource Manager or contact your tax sheltered annuity agent for further

details.

STEPS, Inc. reserves the right to change Tax Sheltered Annuity carriers or
agents at any time.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS —Worker's Compensation Policy No.: 6.12

If you become injured in the course of your job specific duties, you are covered
by Worker's Compensation insurance, which is fully paid by STEPS, Inc. If you
are injured on the job, your injury must be promptly reported to your immediate
supervisor or the Human Resource Manager.

An injury report describing the accident/injury and the circumstances surrounding
it must be completed within 24 hours. This policy applies to all injuries, including
minor injuries.

If the worker's compensation injury results in the employee’s inability to work for
3 consecutive days; FMLA papers will be completed and sent to the injured
employee by certified mail.

For further information see Appendix entitled “Notice to Employees Under
Family and Medical Leave Act of 1993.”

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/12/2008



STEPS, Inc.
Policy Title: BENEFITS — Unemployment Compensation  Policy No.: 6.13

STEPS, Inc. contributes to the Virginia Unemployment Compensation Fund for
all full-time regular, part-time regular, full-time temporary and part-time temporary
employees with the exception of consultants/contract employees and employees
earning special minimum wage.

All Virginia Unemployment Compensation benefits should be applied for through
the Virginia Employment Commission.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 07/15/2005



STEPS, Inc.
Policy Title: BENEFITS — Social Security (FICA) Policy No.: 6.14
STEPS, Inc. is required, by law, to participate in the Federal Insurance
Compensation Act (FICA), commonly referred to as Social Security. Under this

Act, STEPS withholds a percentage of your pay and deposits it, along with an
equal amount contributed by the Organization, into your Social Security account.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Professional Liability Insurance Policy No.: 6.15
STEPS, Inc. purchases professional liability insurance for all staff members. This

insurance protects you and the Organization while you are working within the
scope of your assigned duties.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Travel Policy No.: 6.16

It is the policy of STEPS, Inc. to reimburse employees for the expenses of travel,
including the cost of transportation, meals, lodging, registration fees, parking fees
and tolls, provided such travel is performed in the course of conducting STEPS
business. It does not include travel to and from the place of residence to the
assigned work site. However, if you are asked to travel to another site on agency
business, mileage is determined by subtracting the usual mileage to and from
work, from the total traveled. You must have the prior approval of your
immediate supervisor and must submit an expense voucher along with receipts
to secure reimbursement.

The current maximum allowable rates of reimbursement for travel and meals are
as follows:

1. Travel (using your car) — State reimbursement rate
2. Meals - $35.00 per day:
Breakfast ($10.00)

Lunch  ($10.00)
Dinner ($15.00)

STEPS, Inc. does not compensate employees for parking or moving violations
incurred while traveling, either in their own vehicle or a STEPS owned vehicle.

You are encouraged to use STEPS owned vehicles rather than your own
personal vehicle whenever possible.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS - Food Facilities Policy No.: 6.17
A lunch room is provided at each plant for breaks and meals. Vending machines
provide snacks and beverages. A microwave oven and refrigerator are also

available for employees use.

Food may not be consumed on the production floor. Water in an enclosed
container is the only allowable beverage permitted in the manufacturing area.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: BENEFITS — Policy No.: 6.18
Social and Recreational Activities

A number of social and recreational activities for STEPS employees are planned
each year. Other events are held on an informal basis.

Staff is encouraged to participate in these activities and will be paid for their
attendance at these events. If a staff member chooses not to participate annual
leave must be taken.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 04/22/2009



STEPS, Inc.
Policy Title: BENEFITS — Parking Policy No.: 6.19

STEPS, Inc. provides limited parking space on STEPS’ property for staff,
production workers, participants and visitors. Designated parking spaces are
available only for STEPS owned vehicles. Use of all other parking spaces is on a
first come first served basis.

There is also handicapped designated parking for STEPS’ employees and
visitors. Only people with the appropriate decals will be permitted to park in
these designated areas.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 10/01/2006



STEPS, Inc.
Policy Title: BENEFITS — Staff Development Policy No.: 6.20

STEPS, Inc. feels strongly that you should have the opportunity to benefit from
work related training and education which will enhance your role within the
organization. Staff development includes:

1. ORGANIZATIONAL TRAINING — technical school and college classes,
conferences, seminars, workshops, etc.

2. IN SERVICE TRAINING — presentations at STEPS, on the job training,
etc.

An employee should observe the following procedure for obtaining approval of a
workshop or educational request:

%s Complete a workshop request form (located in the office) and present
to your immediate supervisor,

2. The approved request shall be forwarded to the Chief Executive
Officer; and

3. Upon completion of the course/program, the employee shall submit

proof of satisfactory completion, such as a copy of the grade report (B
or better) or certificate, etc., and receipts for any related expenses in
order to be reimbursed for the training. If you wish to be reimbursed
for your training, it must be approved in advance.

Employees may elect to attend educational classes/workshops at their own
expense and on their own time subject to STEPS, Inc. leave policy. Approval
must still be secured.

An employee leaving STEPS, Inc. may be required to repay the organization for
any tuition or costs reimbursement for educational classes/workshops requested
by them which was received within the previous twelve (12) month period. This
does not apply to agency initiated or requested educational classes/workshops.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/05/2007



STEPS, Inc.

Policy Title: BENEFITS - Policy No.: 6.21
Annual Employee Development Plan

As a part of your Job Performance Evaluation, you and your immediate
supervisor will develop your Employee Development Plan, which identifies the
training and education which you and your supervisor feel will be beneficial to
you in your employment with STEPS, Inc.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Hepatitis B Vaccine Policy No.: 6.22

If, in the course of your employment with STEPS, Inc., you are likely to come in
contact with human blood or other potentially infectious substances, you will be
offered the opportunity to receive the Hepatitis B vaccine at STEPS, Inc.
expense.

The following positions are eligible to receive the Hepatitis B vaccine:

Employment Services Manager
Cutting Department Supervisor
Employment Specialists

Finishing Department Supervisors
Services Support Assistants
Recycling Workers

Stitching Floor Supervisors
Trainers and In-Process Inspectors
Van Drivers

Discuss this matter with your immediate supervisor or the Human Resource
Manager to determine your need for this vaccine.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.
Policy Title: BENEFITS — Section 125 Plan Policy No.: 6.23

Employees who choose to take advantage of STEPS, Inc. retirement,
supplemental insurance, group health and/or dental insurance will have their
gross wages/salary reduced by the amount of their personal contribution to these
plans. This reduces the amount of your taxable income and therefore the
amount of FICA, Federal and State taxes withheld from your check.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.01
Problem Solving

STEPS, Inc. trusts that each employee is committed to the goals of the
organization and wishes to succeed at his/her job. Therefore, STEPS, Inc.
encourages you to work together to solve organizational problems and to achieve
organizational goals, as identified in the STEPS, Inc. Strategic Plan, within your
sphere of responsibility and in cooperation with other employees and
departments. “Pitching in” to help out periodically is encouraged, but consistently
assuming another employee’s job is not. Employees are urged to discuss ways
to improve systems and performance, both within and between departments, in
an effort to solve problems.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.02
Standards of Conduct

The standards of conduct are designed to protect the well being of all employees;
to ensure a safe; efficient operation, and to assure compliance with applicable
laws. Employees are expected to meet established performance standards and
report conditions or circumstances that may prevent them from performing their job
effectively. These standards provide supervisors with a fair and objective process
for correcting unacceptable conduct.

OFFENSES WARRANTING ACTIONS:

Level | Offenses - Committing a Level | offense will result in immediate
termination. Level | offenses include:

15 Theft, participating in a theft, or attempted theft of STEPS' property or
the property of any employee or visitor of STEPS, Inc. Also, failing or
refusing to cooperate with STEPS in an investigation of a theft or a
suspected theft of another employee’s or STEPS’ property or other
conduct harmful to STEPS, Inc.

y: Dishonesty, lying, embezzlement, falsifying STEPS records (including
employment application materials), no matter when discovered, falsely
reporting any act or transaction or attempting to defraud STEPS by any
means, including making a false or fraudulent statement regarding
medical leave, overtime, workers' compensation or insurance claims,
falsifying financial records, falsifying or padding time records or time
cards of another employee, or falsifying or padding expense reports.

3. Willfully damaging, destroying or harming STEPS’ property or the
property of another employee or visitor.

4. Fighting or assaulting or attempting to assault any member of
management, employee or visitor of STEPS, Inc. or deliberately
provoking or inciting another person to engage in an assault or fight.

9. Carrying or using firearms or other dangerous weapons or materials on
STEPS premises (including STEPS parking lots) or in connection with
STEPS business.

6. Involvement in any illegal activities on STEPS premises (including
STEPS parking lots) or in connection with STEPS business.
1. Disclosing or misusing confidential information, trade secrets or

proprietary business information about any STEPS matter to
unauthorized persons or competitors.

8. Disloyalty, including disparaging, maligning or defaming the reputation of
STEPS, Inc. or its employees.



10.

11,
12.

13
14.

15.

16.

17.

18.
19.

Receiving a criminal conviction for acts of conduct occurring on or off the
job which are of such a nature that to retain the employee in the
assigned position could constitute negligence.

Insubordination, including refusing or failing to obey a reasonable work
request or instruction of a Supervisor, or member of management, or
encouraging another employee to refuse or fail to obey such a request or
instruction.

Violation of STEPS’ Equal Employment Opportunity or Sexual
Harassment Policy.

Reporting to work under the influence of or otherwise impaired by the
use of alcohol and/or illegal drugs.

Immoral or obscene conduct.

Using abusive or profane language when speaking to customers and
visitors.

Physical abuse to any member of management, customers, visitors or
fellow employees.

Instigating, encouraging or participating in any illegal work stoppages,
slowdowns, strikes, or other interferences with, or restrictions of, STEPS’
operations.

Unauthorized access to personnel files and client records.

Unauthorized use, lending, borrowing or duplicating of STEPS keys.
Retaliating against a co-worker for reporting suspected violations of
federal, state and/or local laws or reporting a suspected case of non-
compliance with STEPS, Inc. personnel policies.

Retaliating in this case is taken to include but not limited to the following:

a. Blatant retaliation by a supervisor which may include, but not limited
to, the loss of a job, being constantly given an unpopular job
assignment, being constantly given extra work or being branded as a
“troublemaker,” or creating barriers to services.

b. Blatant retaliation by co-workers including being bullied, being picked
on or being called names.

c. Subtle retaliation including shunning by co-workers or failure to be
considered for a new assignment.

Whistleblowers and others who make protected disclosures in good faith
shall not be retaliated against in any manner, with the intent of adversely
affecting the terms or conditions of employment or enroliment (including
but not limited to, threats or physical harm, loss of job, adverse or
punitive work assignments or impact on salary or wages) and shall be
protected from such retaliation by STEPS. This protection from
retaliation is not intended to prohibit supervisors or administrators from
taking action, including disciplinary action, in the usual scope of their
duties and based upon valid performance related factors.
Whistleblowers and others who believe they are the subject of prohibited



20.

retaliation should promptly report such actions to the Human Resource
Manager.

Failure to contact your immediate supervisor if you are absent for three
consecutive days.

Level Il Offenses — Violation of Level Il offenses will result in issuance of

SESERIN

-
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10.

11.

12,

progressive discipline. Level Il offenses include, but are
not limited to the following:

Failing to maintain satisfactory work performance or performing in a
careless or incompetent manner.

Overstaying meal or break periods.

Uncooperative attitude.

Failure to work assigned or voluntarily accepted overtime work.
Conviction of a moving traffic violation while using a STEPS vehicle.
Inability or unwillingness to work amicably and cooperatively with other
employees.

Loafing, loitering, sleeping or engaging in unauthorized personal
business such as excessive personal telephone calls and frequent
absences from work areas.

Unauthorized access to file cabinets and desks.

Leaving work during work hours without prior authorization from your
supervisor.

Posting, altering or removing materials on bulletin boards unless
specifically authorized to do so.

Conduct detrimental to STEPS that results in negative public relations or
customer service.

Negligence in observing fire prevention or other safety regulations, or
failure to report on the job injuries or unsafe conditions.

Level lll Offenses — Violation of Level lll offenses will result in issuance of

-—

£ o

progressive discipline. Level lll offenses include, but are
not limited to the following:

Unintentional failure to observe written or oral instructions.

Excessive soliciting on STEPS time without the permission of the Chief
Executive Officer.

Eating, drinking or smoking in unauthorized areas.

Failure to wear or use required safety equipment while on duty.
Excessive absenteeism, tardiness or failure to call in when not able to
come to work.



Progressive Discipline

Discipline for Level |, Il, and Il offenses will be administrated according to
progressive discipline set forth by STEPS, Inc. STEPS, Inc. reserves the right to
determine the level of the offense and to skip steps based on the facts of each
specific case.

OFFENSE 1%t Offense 2" Offense 3" Offense FINAL

Suspension/

Level | Investigation
Discharge
Level Il Written Reprimand  Final Written/ Discharge
Suspension
Level llI Oral Reprimand Written/ Final Written Discharge
Suspension

DUE PROCESS:

Prior to the issuance of any written notices, demotions, transfers with disciplinary
salary actions, suspensions or terminations, the Human Resource Manager or
designees will review the documentation for the recommended actions to
determine if the action is appropriate for the offense.

1

Advance Notice of Discipline to Employees

Prior to the issuance of written notices, disciplinary suspensions, demotions,
transfers with disciplinary salary actions and terminations employees must

be given oral or written notification of the offense, an explanation of STEPS
evidence in support of the charge and a reasonable opportunity to respond.

Note: All internal investigations must be initiated as soon as a complaint
is received.

. Employee Response and “Reasonable Opportunity to Respond”

Employees must be given a reasonable opportunity to respond after
receiving notification of pre-disciplinary actions. Normally, a 24 hour period
is a sufficient period of time, however, a “reasonable opportunity to respond”
should not be based solely on the quantity of time provided but also on the
nature of the offense, which may or may not require more or less time to
refute or mitigate the charge.




USE OF GRIEVANCE PROCEDURE:

Non-probationary employees may challenge corrective or disciplinary actions
through STEPS Grievance Procedure.

RECORDS MANAGEMENT:

STEPS must update employee’s personnel files immediately upon issuance of a
written notice, upon placing employees on disciplinary suspension and upon
subsequent demotions or transfers with disciplinary salary actions and
terminations.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 05/29/2006
Revised: 01/25/2008
Revised: 02/28/2009



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.03
Drug Free Workplace

It is the policy of STEPS, Inc. that the unlawful manufacture, distribution,
dispensation, possession, use of or working under the influence of a controlled
substance is prohibited in our organization. Because of the nature of STEPS,
Inc. business, any violation of this policy by employees is grounds for immediate
dismissal.

STEPS, Inc. establishes a drug free awareness emphasis as part of our in-
service training program. This emphasis focuses on the dangers of drug abuse
in the workplace and the availability of drug counseling and rehabilitation.

If you are convicted of a drug abuse violation, STEPS, Inc. is required by law to
notify any Federal agency with which we have a contract or grant.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.04
Safety Rules

It is the policy of STEPS, Inc. that the safety of all employees and guests and the
security of all of our property and that of our customers is the responsibility of all
our employees. As a condition of employment, employees are expected to follow
all safety rules and practices. If you are in doubt about safety matters concerning
STEPS, Inc., consult the Safety Manual, any member of the safety committee
and/or your immediate supervisor. The Safety Manual can be found in the office
of each plant and members of the Safety Committee are posted on the bulletin
boards of each plant.

All injuries sustained during hours of work and which arise out of and in the
course of employment, however slight, must be promptly reported to your
immediate supervisor so that the proper accident report form can be executed.

Our organizational operations and procedures incorporate a high degree of
safety and reliability, but your attention to your own safe behavior will be the
deciding factor in your freedom from accident. Become aware of and follow the
general safety rules and practices and those in your department. The safety
committee encourages all employees to make suggestions on improvements and
practices.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.05
Confidentiality

As an employee of STEPS, Inc., you are expected to ensure confidentiality and
privacy in regard to history, records and discussions about participants/
employees we serve/hire. The very fact that an individual is served/hired by
STEPS, Inc. must be kept private and confidential; disclosure can be made only
under specified conditions which are described below. This means that you may
not disclose any information about a person, including the fact that the person is
or is not served/hired by STEPS, Inc. to anyone outside this organization unless
you have the proper authorization to do so. This principle of confidentiality must
be maintained by all programs, departments, functions and activities. The only
exceptions include:

i The written or signed request of the employee;
2 Court order via subpoena,;
% Situation wherein life and death or medical emergencies prompt one's

best judgment to take immediate action.

We make our participants/employees aware of this obligation during their
orientation and in the employee handbook that each participant/employee
receives.

Should STEPS’ staff be contacted by the criminal justice system (courts, parole
officers, police, etc.) about a participant’'s/employee’s progress or about their
criminal history, we are obligated to cooperate by providing information to the
criminal justice system, if subpoenaed.

The Employment Services Department will rely on criminal information that is
supplied by the referring entity and will store this information in the participant’s
case file. These case files are maintained in a confidential manner.

There is no local, state or federal laws requiring the Employment Services or
Human Resource Departments to conduct a background check to verify a
participant’'s/employee’s background to investigate the circumstances
surrounding criminal history. Additionally, there are no laws that would require
Employment Services or Human Resource to reveal a participant’'s/employee’s
criminal history to other referral sources, grant making entities or funders.

Employment Services or Human Resources will not release a consumer’s case
file or employee’s personnel file without a court ordered, signed subpoena.

Should you be contacted via telephone by a member of the criminal justice
system about a participant/employee please do the following:



1. Get the name and if they have one, Badge Number and Precinct
Number from the caller. Write down the information that they are
requesting.

2. Take their phone number and indicate to them that you will forward the
information to your supervisor or the Employment Services or Human
Resource Department. The head of these departments will gather the
information and return their call promptly.

These first two steps should help to make sure that you are in fact talking with
someone from the Criminal Justice System and not an imposter.

53 Employment Services, Human Resource or designee should gather
the information that they have the facts for. Do not make guesses or
conjectures. If asked how a participant/employee is progressing; you
can make statements using your professional judgment.

4, If you have questions about the information that the person is
requesting, please contact your immediate supervisor or the
Employment Services or Human Resource Department.

5. The Chief Executive Officer should be notified as soon as possible
about any subpoenas.

Should a member of the Criminal Justice System show up at the door of one of
our facilities and want to see a copy of the consumer’s case file or personnel file,
please let the individual know that we would be happy to comply with a court
ordered and signed subpoena. If the person presents you with a subpoena, ask
them to wait in the lobby area while we access the information. Immediately call
the Employment Services or Human Resource Department who can assist you in
determining whether or not the subpoena is valid. Once determined that the
subpoena is valid, STEPS will provide the information requested.

Should a member of the Criminal Justice System show up at the door of one of
our facilities inquiring about the whereabouts of a particular participant/employee,
please ask to see their badge or credentials. Ask them for a business card so
that you can remember who the person was asking for information. If you feel
that the credentials are valid, provide the information that you have regarding the
person’s whereabouts. If you have any questions or feel that the credentials are
not valid, please call Employment Services or Human Resources immediately.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 05/22/2006



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.06
Abuse of Participants

A professional and healthy relationship between STEPS, Inc. employees and
participants is to be maintained at all times. Itis STEPS, Inc. job to help
participants with disabilities improve their ability to function within the community.
Therefore, no sexual advances, requests for sexual favors, verbal, physical or
psychological abuse of participants will be tolerated, whether during work hours
or elsewhere. Any interaction between employees and participants that violates
this policy will subject you to immediate disciplinary action.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.07

Sexual Harassment

Sexual harassment in any form is unacceptable conduct and is not condoned by
STEPS, Inc. Acts of sexual harassment at the workplace by employees against
other employees, participants, or the public is not tolerated and is strictly
prohibited. Accordingly, STEPS, Inc. established the following standards:

T

It is unlawful and against STEPS, Inc. policy for any employee, male or
female, to harass another by: making unwelcome sexual advances or
making favors or other verbal or physical conduct of a sexual nature a
condition of any employee’s work; using an employee’s submission to
or rejection of such conduct as a basis for or as a factor in any
employment decision affecting the individual; or otherwise creating an
intimidating, hostile or offensive working environment by such conduct.

The creation of an intimidating, hostile or offensive working
environment may include such actions as persistent comments on an
employee’s sexual preferences or the display of obscene or sexually
oriented photographs or drawings. Conduct or actions that arise out of
a personal or social relationship and that are not intended to have a
discriminatory employment effect may not be viewed as harassment.
STEPS, Inc. will determine whether such conduct constitutes sexual
harassment, based on a review of the facts and circumstances of each
situation.

STEPS, Inc. will not condone any form of sexual harassment toward
others, including participants and the general public. All employees
are subject to disciplinary action, up to and including discharge from
employment for any act of sexual harassment against others.

If you believe that you are being sexually harassed, you should report
the harassment to your immediate supervisor at once. If your
immediate supervisor is the source of the alleged harassment, you
should report the alleged harassment to the Human Resource
Manager. All sexual harassment complaints should be in writing and
will be investigated as soon as a complaint is received.

Supervisors who receive a sexual harassment complaint should
carefully investigate the matter, keeping in mind that privacy
considerations are applied in handling this type of complaint. The
investigating supervisor will question all employees who may have
knowledge of either the incident in question or similar problems. The



complaint, investigative steps and findings should be documented as
thoroughly as possible.

If you are dissatisfied with the investigation’s resolution of a sexual
harassment complaint, you may file a complaint through the grievance
procedure (see Policy 8.01). You will not be subject to any form of
retaliation or discipline for pursuing a sexual harassment complaint.

Approved: Personnel Committee

Board of Directors

Effective: 10/16/2003

Revised:

02/28/2009



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.08
Dress Code

Professional attire is expected at all levels of the organization. Your dress must
be appropriate to and safe for your job. Shorts are permitted, but must be knee
length. Tank tops and midriff tops are not allowed. Clothing with derogatory or
distasteful comments is not acceptable. Closed toe shoes must be worn in the

manufacturing areas. Neatness and cleanliness is always expected.

Your immediate supervisor is available to discuss the appropriateness and safety
of your attire with you.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.09

Solicitations
There will be NO solicitation on STEPS property without approval from the Chief

Executive Officer.

Approved: Personnel Committee
Board of Directors
Effective: 10/16/2003

Revised: 03/01/2007



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.10
Telephone Use

STEPS phones are installed to perform STEPS’ business. If you should need to
use the STEPS telephone to make an emergency long distance phone call, you
are to charge that call to your calling card.

If you should make work related long distance phone calls while away from the
office, you will be reimbursed for these calls by presenting a copy of your

telephone bill.

Any abuse of this policy is grounds for disciplinary action.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 07/01/2007



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.11
Conflict of Interest

STEPS, Inc. expects your primary interest to be the people we serve. A conflict
of interest occurs when your interests or those of another outside party actually
or potentially affect STEPS in a negative way. Examples of conflict of interest
situations are described below:

1. OUTSIDE BUSINESS INTERESTS - You may have outside business
interests and outside employment as long as these do not interfere
with your STEPS job performance. You may not earn profit from
outside employment or business interests that directly result from your
affiliation with STEPS, Inc.

2. GIFTS, GRATUITIES — You are not to solicit or accept, either directly
or indirectly, any gifts, gratuities, free trips, personal property or other
items of value from an outside person or organization which could
reasonably be considered as a reward for action or inaction on your
part.

3 PERSONAL BELIEFS — STEPS, Inc. recognizes that our employees
may hold a wide range of personal beliefs, values and commitments.
These beliefs, values and commitments are a conflict of interest only
when they prevent you from fulfilling your job responsibilities, if you
attempt to use STEPS, Inc. time and facilities for furthering them or if
you continue attempting to convince others of your personal beliefs
after you have been asked to stop.

Contact your immediate supervisor, Human Resource Manager or the Chief
Executive Officer whenever you have questions about a potential or actual
conflict of interest.

Occasionally, STEPS employees are called upon to make presentations to
community groups about STEPS, Inc. and the services that it provides. If you

are compensated for such an engagement, you are expected to reimburse
STEPS, Inc. for the amount of your compensation. On the other hand, if your
presentation involves a topic unrelated to STEPS or deals with a more generic
related topic and occurs outside of business hours, any compensation received is
yours to keep. If you have any questions, contact your immediate supervisor or
the Chief Executive Officer.



Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.12
Speaking to the Media

You may not speak to the news media as an official or unofficial spokesperson of
STEPS, Inc. without prior clearance from the Chief Executive Officer. All
inquiries from the media should be referred to the Chief Executive Officer or in
his/her absence, a member of STEPS, Inc. Management Team.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.13
Smoking

STEPS, Inc. offers a smoke free environment to all staff, participants, production
workers and guests. Smoking is not allowed in STEPS building or vehicles.

Smoking is allowed outside of the building in specially designated areas. |f you
do smoke, you are responsible for keeping the area clean and free of smoking
debris.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.14
Nepotism

It is STEPS, Inc. policy to avoid bringing family relationships into the workplace
whenever possible. However, on occasion more than one family member may
work for STEPS, Inc. at the same time. The following guidelines govern these
situations:

1. No undue favoritism in awarding public appointments or governmental
patronage to one’s relations.

2. No staff member is permitted to hire a relative.

3 When related persons work at STEPS, Inc., one relative may not
supervise another relative.

4. Related persons may not be involved in evaluating each other’s job

performance or in making recommendations for wage/salary
adjustments, promotions or other budget decisions.

For purposes of this policy relatives are defined as husband, wife, son, daughter,
father, mother, sister, brother, step son, step daughter, step father, step mother,
step brother, step sister, grandson, granddaughter, grandfather, grandmother,
mother-in-law, father-in-law, brother-in-law, sister-in-law, uncle and aunt.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.15
Lost and Found

The STEPS, Inc. lost and found center is located in the office at each plant.
Contact the Office Manager whenever you have found or lost articles.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.16
Personal Property

STEPS, Inc. is not responsible for the loss or destruction of your personal
property if brought to work, used in the course of your work or left in your car. If
you require tools to perform your job, you are urged to request them from your
immediate supervisor. You are encouraged to keep your car locked at all times.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES — Policy No.: 7.17
Credentials/Licenses Verification

If the position for which you are hired requires that you possess post high school
credits or degrees in a given area, you are required to present proof of same for
inclusion in your personnel file. Likewise, if your position requires any form of
licensing, including a driver’s license, you are required to provide documentation
of information contained in this license for your personnel file and to keep this
information current.

If you do not make these credentials available within 3 days of hire, you will be
subject to disciplinary action or termination.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: WORK AND PERFORMANCE RULES - Policy No.: 7.18
Workplace Violence

STEPS is committed to preventing violence in the workplace and maintaining a
safe work environment. Given the increasing violence in society, STEPS has
adopted guidelines to deal with intimidation, harassment, or other threats of
violence to self or others that may occur on its premises.

STEPS will not tolerate any conduct that threatens, intimidates, or coerces an
employee, customer, or member of the public at any time. Additionally, firearms,
weapons, and other dangerous or hazardous devices or substances are strictly
prohibited from the premises of STEPS.

Approved: Personnel Committee
Board of Directors

Effective: 05/10/2009



STEPS, Inc.

Policy Title: COMPLAINT AND GRIEVANCE Policy No.: 8.01

PROCEDURE - Grievance Procedure

INFORMAL

The management of STEPS encourages employees to discuss all complaints
with your immediate supervisor in order to arrive at a solution on an informal
basis. A specific complaint shall be reported to your immediate supervisor. Most
complaints should be resolved at this level on an informal basis. Should the
informal procedure prove unsatisfactory, the formal procedure should be utilized.

FORMAL

1

The employee shall complete a Written Complaint Form which may be
obtained from the office during regular work hours. This form is to be
signed and presented to your immediate supervisor within five (5) working
days after your immediate supervisor has made his/her informal decision.

Your immediate supervisor shall document receipt of the form and present
the employee with a copy of the documented Complaint Form.

Your immediate supervisor shall send the Complaint Form to the next
level of supervision for review and decision. The decision will be
discussed with the employee within five (5) working days after the
supervisor's documented receipt of the form.

If the employee is not satisfied with the decision rendered in Step 3, the
employee may request, in writing within five (5) working days that the
Complaint Form be presented to the Chief Executive Officer for review
and decision.

The Chief Executive Officer will respond to the employee in writing within
five (5) working days following receipt of the written request and Complaint
Form. The decision of the Chief Executive Officer has precedence over
any prior decisions.

Should the employee still not be satisfied, he/she may request in writing to
meet with the Executive Committee of the Board of Directors. This written
request must be filed with the Chief Executive Officer within five (5)
working days following the receipt of the Chief Executive Officer's written
decision.



7. The Executive Committee of the Board of Directors shall call a special
meeting to discuss this complaint. It is left to the discretion of the Board
Chairman or Vice Chairman to designate the meeting date and time. The
Committee shall review the case/complaint, perform any needed
investigation and present the employee with a written decision within five
(5) working days following their meeting. The decision of the Executive
Committee is binding on both you and STEPS, Inc.

All steps must be documented in writing, with copies signed and dated by all
parties. Each step must be accomplished with five (5) working days. If you fail to
follow through within five (5) days, the grievance is considered resolved.

Employees filing formal grievances for suspected violations of federal, state
and/or local laws or reporting a suspected case of non-compliance with STEPS,
Inc. personnel policies shall not be retaliated against.

Retaliation in this case is taken to include but not limited to the following:

- Blatant retaliation by a supervisor which may include, but not limited to,
the loss of a job, being constantly given an unpopular job assignment,
being constantly given extra work or being branded as a “troublemaker,”
or creating barriers to services.

- Blatant retaliation by co-workers including being bullied, being picked on
or being called names.

- Subtle retaliation including shunning by co-workers or failure to be
considered for a new assignment.

Whistleblowers and others who make protected disclosures in good faith shall
not be retaliated against in any manner, with the intent of adversely affecting the
terms or conditions of employment or enroliment (including but not limited to,
threats or physical harm, loss of job, adverse or punitive work assignments or
impact on salary or wages) and shall be protected from such retaliation by
STEPS. This protection from retaliation is not intended to prohibit supervisors or
administrators from taking action, including disciplinary action, in the usual scope
of their duties and based upon valid performance related factors. Whistleblowers
and others who believe they are the subject of prohibited retaliation should
promptly report such actions to the Human Resource Manager.

Assistance is available to any employee who needs help with filing a formal
grievance. Contact the Human Resource Department for further details.



Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/20/2006
Revised: 03/01/2007
Revised: 02/28/2009



STEPS, Inc.

Policy Title: TERMINATION OF EMPLOYMENT — Policy No.: 9.01
Notice of Resignation

If you choose to resign your employment with STEPS, Inc., you are expected to

give a minimum of ten (10) working days notice in writing. Copies of your written
resignation notice should be given to your immediate supervisor and the Human
Resource Manager.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: TERMINATION OF EMPLOYMENT — Policy No.: 9.02

Fringe Benefits

The following benefits are granted to you upon termination:

1
2.
3

Earned wages/salary, less payroll deductions

Earned annual leave not taken

Personal maintenance of health, dental and life insurance (100% paid
by employee), to the limits prescribed by law

Travel expenses incurred, but not paid

Tax Sheltered Annuity

Approved: Personnel Committee

Effective:

Board of Directors

10/16/2003



STEPS, Inc.

Policy Title: TERMINATION OF EMPLOYMENT — Policy No.: 9.03
Exit Interview

Your immediate supervisor will conduct an exit interview with you prior to your
final day of employment. This interview is used to upgrade the quality of STEPS,
Inc. programs and personnel policies and to facilitate your transition from
STEPS, Inc.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003



STEPS, Inc.

Policy Title: TERMINATION OF EMPLOYMENT — Policy No.: 9.04
Release of Job References

All requests for information about current, retired or terminated employees should
be forwarded to the Human Resource Manager or Chief Executive Officer, who
may disclose to prospective employer’s only the following information:

Dates of employment
Final title or position
Job location
Eligibility for rehire
Final salary

With your written permission, the Human Resource Manager or your immediate
supervisor may give an employment and salary history and respond to reference
inquiries.

Information requested by a law enforcement agency will be provided if it is
believed that an applicant, employee, or former employee has been engaged in
illegal activities, if actions of the individual threaten physical injury to our property,
other employees or participants served or to protect the legal interests of STEPS,
Inc. In such cases, any release of information will be made only if approved by
the Chief Executive Officer.

Approved: Personnel Committee
Board of Directors

Effective: 10/16/2003
Revised: 03/01/2007
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STEPS, INC.
INFORMATION ON EMPLOYEE RIGHTS

E %L -
1. Have the right to be treated with respect by your fellow co-workers.
Z Have the right to receive a paycheck every two weeks.
3 Have the right to expect that your personal information will be kept
confidential.
4. Have the right to equal employment under the law regardless of race,

color, sex, disability, religion or national origin.
5. Have the right to a safe and healthful workplace.

6. Have the right to request leave based on the criteria included in The
Family and Medical Leave Act of 1993.

T Have the right to be compensated according to federal minimum wage
laws.

8. Have the right to apply for Workers Compensation benefits.

9, Have the right to grieve.

09/19/2002
Revised 04/29/2008



EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to
eligible employees for the following reasons:
e For incapacity due to pregnancy, prenatal medical care or child birth;
e To care for the employee’s child after birth, or placement for adoption or foster care;
e To care for the employee’s spouse, son, daughter or parent, who has a serious health
condition; or
e For a serious health condition that makes the employee unable to perform the
employee’s job.

Military Family Leave Entitlements

Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to
covered active duty status may use their 12-week leave entitlement to address certain qualifying
exigencies. Qualifying exigencies may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal arrangement, attending certain
counseling sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26
weeks of leave to care for a covered service member during a single 12-month period. A
covered service member is: (1) a current member of the Armed Forces, including a member of
the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy,
is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a
serious injury or illness*; or (2) a veteran who was discharged or released under conditions
other than dishonorable at any time during the five-year period prior to the first date the eligible
employee takes FMLA leave to care for the covered veteran, and who is undergoing medical
treatment, recuperation, or therapy for a serious injury or iliness.*

*The FMLA definitions of “serious injury or illness” for current service members and
veterans are distinct from the FMLA definition of “serious health condition.”

Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health coverage under any
“group health plan” on the same terms as if the employee had continued to work. Upon return
from FMLA leave, most employees must be restored to their original or equivalent positions with
equivalent pay, benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the
start of an employee’s leave.

Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at least 12 months, have
1,250 hours of service in the previous 12 months*, and if at least 50 employees are employed
by the employer within 75 miles.

*Special hours of service eligibility requirements apply to airline flight crew employees.



Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health
care provider for a condition that either prevents the employee from performing the functions of
the employee’s job, or prevents the qualified family member from participating in school or other
daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than 3 consecutive calendar days combined with at least two visits to a
health care provider or one visit and a regimen of continuing treatment, or incapacity due to
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of
continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must
make reasonable efforts to schedule leave for planned medical treatment so as not to unduly
disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an
intermittent basis.

Substitution of Paid Leave for Unpaid Leave

Employees may choose or employers may require use of accrued paid leave while taking FMLA
leave. In order to use paid leave for FMLA leave, employees must comply with the employer’s
normal paid leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the
need is foreseeable. When 30 days notice is not possible, the employee must provide notice as
soon as practicable and generally must comply with an employer’s normal call-in procedures.

Employees must provide sufficient information for the employer to determine if the leave may
qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient
information may include that the employee is unable to perform job functions, the family
member is unable to perform daily activities, the need for hospitalization or continuing treatment
by a health care provider, or circumstances supporting the need for military family leave.
Employees also must inform the employer if the requested leave is for a reason for which FMLA
leave was previously taken or certified. Employees also may be required to provide a
certification and periodic recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under
FMLA. If they are, the notice must specify any additional information required as well as the
employees’ rights and responsibilities. If they are not eligible, the employer must provide a
reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA protected and
the amount of leave counted against the employee’s leave entitlement. If the employer
determines that the leave is not FMLA protected, the employer must notify the employee.



Unlawful Acts by Employers
FMLA makes it unlawful to any employer to:
e Interfere with, restrain, or deny the exercise of any right provided under FMLA; and
e Discharge or discriminate against any person for opposing any practice made unlawful
by FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement
An employee may file a complaint with the U. S. Department of Labor or may bring a private
lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any
State or local law or collective bargaining agreement which provides greater family or medical
leave rights.

02/24/2003
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HIPAA Notice of Privacy Practices

STEPS, Inc.
225 Industrial Park Road
Farmville, VA 23901
434-315-5909

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED AND DISCLOSED AND
HOW YOU CAN GET ACCESS TO THIS INFORMATION. PLEASE REVIEW IT CAREFULLY

This “Notice of Privacy Practices” describes how STEPS, Inc. may use and disclose your protected health information
(PHI) to carry out treatment, payment or healthcare operations (TPO) and for other purposes that are permitted or
required by law. It also describes your rights to access and control your protected health information. “Protected health
information” is information about you, including demographic information, that may identify you and that relates to your
past, present, or future physical or mental health or condition and related services.

Uses and Disclosures of Protected Health Information

Your protected health information may be used and disclosed by STEPS, Inc. and others outside of our agency that are
involved in the provision of treatment and training services to you, to pay for the cost of your services, to support the
operation of STEPS' programs, and any other use required by law. ;

Treatment: We will use and disclose your protected health information to provide, coordinate, or manage your health
care or any related services. This includes the coordination or management of your health care with a third party. For
example, we would disclose your protected heaith information, as necessary to a physician, hospital emergency room
staff, or rescue squad personnel, that provides care to you to ensure that they have the needed information to diagnose or
treat you.

Payment: Your protected health information will be used as needed, to obtain payment for the services you receive from
our agency.

Program Operations: \We may use or disclose, as needed, your protected health information in order to support the
business activities of our program. These activities include, but are not limited to, quality assessment activities, employee
review activities, licensing, accreditation, and conducting or arranging for other business activities. We may use your
protected health information in the following situations without your authorization in situations to include the following: as
required by law; Public Health issues; Communicable Diseases; Abuse or Neglect; Legal Proceedings; Law Enforcement;
Criminal Activity; Military Activity and National Security; and Workers’ Compensation. Under the law, we must make
disclosures to you when required by the secretary of the Department of Health and Human Services to investigate or
determine our compliance with the requirements of Section 164.500.

Other Permitted and Required Uses and Disclosures: Will be made only with your consent, authorization or
opportunity to object unless required by law.

You may revoke this authorization, at any time, in writing, except to the extent that our program has taken action in
reliance on the use or disclosure indicated in the authorization.




Your Rights

Your rights, with respect to your protected health information are as follows:

You have the right to inspect and copy your protected health information. Under federal law, however, you may not
inspect or copy the following records: psychotherapy notes; information compiled in reasonable anticipation of, or use in,
a civil, criminal, or administrative action or proceeding, and protected health information that is subject to law that prohibits
access to protected health information.

You have the right to request a restriction of your protected health information. This means you may ask us not to
use or disclose any part of your protected health information for the purposes of treatment, payment, or program
operations. You may also request that any part of your protected health information not be disclosed to family members
or friends who may be involved in your services or for notification purposes as described in this Notice of Privacy
Practices. Your request must state the specific restriction requested and to whom you want the restriction to apply.

STEPS, Inc. is not required to agree to a restriction that you request. If we believe it is in your best interest to permit use
and disclosure of your protected health information, your protected health information will not be restricted. You then
have the right to use another service provider.

You have the right to request to receive confidential communications from us by alternative means or at an
alternative location. You have the right to receive a paper copy of this notice from us, upon request, even if you
have agreed to accept this notice alternately, i.e. verbally or electronically.

You may have the right to have our agency amend your protected health information. If we deny your request for
amendment, you have the right to file a statement of disagreement with us and we may prepare a rebuttal to your
statement and will provide you with a copy of any such rebuttal.
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