
1 BALDWIN STREET, 
MONTPELIER, VT   05633-5701 

 
 

PHONE: (802) 828-2295 
FAX: (802) 828-2483 

STATE OF VERMONT 
JOINT FISCAL OFFICE 

 

 

VT LEG #378273 v.1 

MEMORANDUM 

To: Joint Fiscal Committee members 

From: Sorsha Anderson, Senior Staff Associate 

Date: September 12, 2024 

Subject: LSP – JFO #3217 

Enclosed please find one (1) item, which the Joint Fiscal Office has received from the 

Administration. This item is being held for the Joint Fiscal Committee meeting scheduled for 

September 25, 2024. 

 

JFO #3217: One (1) limited-service position to the Agency of Human Services, Department for 

Children and Families: Community Services Specialist. This position will focus on the reporting 

and family outreach requirement for the Grants for Infants and Families with Disabilities 

program, including a yearly survey that runs from December through June each year involving 

hundreds of recipients. The position is funded through ongoing federal AHS grants and is funded 

through 9/30/2025.  The intent is to renew the position yearly as long as the grant funds continue 

to be available. [Received 9/9/2024]   
 

 

Please review the enclosed materials and notify the Joint Fiscal Office (Sorsha Anderson, 

sanderson@leg.state.vt.us)  if you have questions before the meeting.  

mailto:sanderson@leg.state.vt.us




RFR Form C 
October 2003 
 

VERMONT DEPARTMENT OF PERSONNEL 
Request for Classification Action 

New or Vacant Positions  
Existing Job Class/Titles ONLY 

Position Description Form C 
 

 

 This form is to be used by management to request the allocation of a 
new position, or reallocation of a vacant position, to an EXISTING class 
title. 

 Employee requests must be submitted on the separate “Position Description Form A.” 

 Requests for full classification, to determine the appropriate pay grade for any job class must be submitted on 
“Position Description Form A.” 

 This form was designed in Microsoft Word to download and complete on your computer.  This is a form-
protected document, so information can only be entered in the shaded       areas of the form.  

 To move from field to field use your mouse, the arrow keys or press Tab.  Each form field has a limited 
number of characters.  Use your mouse or the spacebar to mark and unmark a checkbox. 

 Where additional space is needed to respond to a question, you will need to attach a separate page, and 
number the responses to correspond with the numbers of the questions on the form.  Please contact your 
Personnel Officer if you have difficulty completing the form. 

 All sections of this form are required to be completed unless otherwise stated. 
 The form must be complete, including required attachments and signatures or it will be returned to the 

department’s personnel office. 
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Request for Classification Action 
New or Vacant Positions 

EXISTING Job Class/Title ONLY 
Position Description Form C/Notice of Action 

For Department of Personnel Use Only 

 
Position Information:  
 
Incumbent:  Vacant or New Position 

Position Number:  TBD Current Job/Class Title: Community Services Specialist/449900 

Agency/Department/Unit:  AHS/DCF/Child Development Division    GUC:           

Pay Group: 24   Work Station:  WSOC    Zip Code:  05676 

Position Type:   Permanent    Limited Service (end date )  n/a 

Funding Source:   Core    Sponsored    Partnership.  For Partnership positions provide the funding 
breakdown (% General Fund, % Federal, etc.) 36.7% GF; 63.3% Federal (51% GC, 49% IDEA Part C)   

Supervisor’s Name, Title and Phone Number:  Keith Williams, Children's Integrated Services (CIS) 
Director, 802-798-2308 

 
Check the type of request (new or vacant position) and complete the appropriate section. 

 New Position(s): 
a. REQUIRED: Allocation requested:  Existing Class Code 449900   Existing Job/Class Title:  

Community Services Specialist 

b. Position authorized by: 

               Date Received (Stamp) 
Notice of Action #____________________________                                                
Action Taken:  ________________________________________________ 
New Job Title      ______________________________________________ 
Current Class Code ___________               New Class Code ___________ 
Current Pay Grade  ___________                New Pay Grade  ___________     
Current Mgt Level____  B/U         OT Cat.  ____EEO Cat. _ _ _FLSA _     _    
New Mgt Level ____      B/U         OT Cat.  __  _EEO Cat. _  __FLSA _     _  
Classification Analyst__________________________Date ____________    Effective Date:    ___________ 
Comments:             
               Date Processed: ___________ 
 
Willis Rating/Components: Knowledge & Skills: ______ Mental Demands: ______  Accountability: ______ 
                Working Conditions: ______ Total: ______ 
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  Joint Fiscal Office – JFO #        Approval Date:        

  Legislature – Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session)       

  Other (explain) -- Provide statutory citation if appropriate.        

 
 Vacant Position: 

a. Position Number:        

b. Date position became vacant:        

c. Current Job/Class Code:         Current Job/Class Title:        

d. REQUIRED:  Requested (existing) Job/Class Code:         Requested (existing) Job/Class Title:  
      

e. Are there any other changes to this position; for example:  change of supervisor, GUC, work 
station?  Yes    No    If Yes, please provide detailed information:        

 
For All Requests: 

 

1.  List the anticipated job duties and expectations; include all major job duties:  Children's Integrated Services 
(CIS) offers early intervention, family support, and prevention services that help ensure the healthy 
development and well-being of young children in Vermont. The CIS State team performs programmatic 
oversight, engages in contract monitoring, and offers technical assistance to regional teams. Overall, these 
bundled contracts include: IDEA Part C/Early Intervention, Specialized Child Care, Strong Families Vermont 
Home Visiting, and Early Childhood and Family Mental Health.  

CIS connects directly to partners throughout the Child Development Division, the Department for Children and 
Families, the Agency of Human Services, and beyond.  

The focus of the Community Services Specialist includes: 

1. Establishing, convening, and facilitating regular meetings of the Vermont Interagency Coordinating Council 
(VICC), in alignment with federal requirements.  This work includes: planning regular Council meetings, 
convening the Council and facilitating Council meetings, managing Council members' applications and 
membership, orienting new members, and acting as a liaison between the VICC and the CIS State Team  

2. Organizing and conducting client feedback as a part of monitoring the efficacy of CIS' in-home and family- 
based services, and to contribute to CIS enhancement efforts.  This work is done with the goal of ensuring that 
CIS is ultimately impactful and effective in serving the needs of Vermont's children and families.  This work 
includes: creating channels for client feedback; collecting client feedbcak data through methods including 
surveys, direct interviews, and focus groups; anaylzing data as a part of CIS monitoring efforts;  using the 
outcomes of that analysis to inform continoius improvement efforts within the CIS team. By regularly reviewing 
and improving state-wide strategies for collecting information directly from families and clients who receive 
services from CIS, providing technical assistance to regional service providers, and contributing to analysis of 
relevant data, this position ensures not only that the team and the State of Vermont is compliant with relevant 
federal regulations relating to IDEA Part C/CIS-Early Intervention, but also that CIS adheres to the four key 
practices of the Agency of Human Services.   

3. Elevating the family voice throughout the processes of policy and program development. This is done by 
actively collaborating with family services partners throughout Vermont, as a part of monitoring CIS efficacy 
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through quanitative and qualitative data collection and analysis, supporting CIS improvement conversations;
and by connecting families with leadership opportinities within the CIS framework.

2.  Provide a brief justification/explanation of this request:  This position would not only support the meeting of
compliance under the IDEA Part C Grant for the State of Vermont, by helping to facilitate work related to the
VICC and family engagement with CIS, but also contribute to family engagement work through the Child
Development Division related to Child Care Development Fund and the Preschool Development Grant.

3.  If the position will be supervisory, please list the names and titles of all classified employees reporting to this 
position (this information should be identified on the organizational chart as well).  This position will NOT be
supervisory.

Personnel Administrator’s Section:
4.  If the requested class title is part of a job series or career ladder, will the position be recruited at different 
levels?  Yes No

5.  The name and title of the person who completed this form:  Keith Williams, Director of Children's Integrated
Services

6.  Who should be contacted if there are questions about this position (provide name and phone number):  
Keith Williams, 802-798-2308, Keith.Williams@vermont.gov

7.  How many other positions are allocated to the requested class title in the department:  0

8.  Will this change (new position added/change to vacant position) affect other positions within the 
organization?  (For example, will this have an impact on the supervisor’s management level designation; will 
duties be shifted within the unit requiring review of other positions; or are there other issues relevant to the 
classification process.)  No

Attachments:
Organizational charts are required and must indicate where the position reports.
Class specification (optional). 
For new positions, include copies of the language authorizing the position, or any other information 

that would help us better understand the program, the need for the position, etc.
Other supporting documentation such as memos regarding department reorganization, or further 

explanation regarding the need to reallocate a vacancy (if appropriate).

_________________________________________________ ________________
Personnel Administrator’s Signature (required)*            Date

_________________________________________________ _____________________________________________ 01/02/24

1/11/2024
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Supervisor’s Signature (required)* Date

_________________________________________________ ________________
Appointing Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional information or comments if appropriate.

1/11/24
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Child Development Division
Revised 12.05.2023

Effective: 01.14.2023
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 FFY 2024 Federal Part C Application Budget
(inc 5% from prev yr  
actual)

State Staff % of Federal Grant Salary & Fringe Part C Grant GF Medicaid Positions 100% funded by Part C Grant $181,468.00
CIS Director (Keith Williams) 32% $128,930 $40,703.20 $46,324.55 $41,902.25 Positions < 100% funded by Part C Grant $246,884.66
Part C Coordinator (Leslie Davis) 32% $127,500 $40,251.75 $45,810.75 $41,437.50 CSPD/SSIP Activities $128,000.00
Program Improvement Manager (Ann Dillenbeck) 32% $111,367 $35,158.56 $40,014.16 $36,194.28 VICC/Family Engagement $8,000.00
Data Clerk (80 hrs) - 2 FTE (Kayleigh & Whitney ATA Temps) 100% $110,000 $110,000.00 0 0 Miscellaneous $950.00
Admin Services Coordinator (TBD) State Temp part time 
(previously Marisa Jennings) 32% $19,070 $6,020.40 $6,851.85 $6,197.75 Indirect cost allocation plan $80,000.00
Specialized Child Care Program Coordinator (Jill Pearl) 32% $131,670 $41,568.22 $47,309.03 $42,792.75 CIS Grants & Contracts (CDCI) $103,094.10
Home Visiting Coordinator (Maria White) 32% $90,311 $28,511.18 $32,448.74 $29,351.08 Total Part C Grant amount (2023) $2,587,723.00 ($151,240 increase from 2022)
Data & Reporting Coordinator (Samantha Higgins-Parrales) 32% $103,105 $32,550.25 $37,045.63 $33,509.13 POLR (Physical Therapy, Early Intervention, Evaluations) $1,839,326.24 (any increase will go here)
Community Services Specialist (Upgraded to FT LS aka Family 
Engagement coordinator)(currently vacant) 32% $70,070 $22,121.10 $25,176.2 $22,772.75
Total: $892,023 $246,884.66 $280,980.86 MOE GF funded salary expenditures 

$280,980.86  
CSPD/SSIP GF funded direct service expenditures
CSPD Activities: EI Memberships/Dues (ITCA, DEC/CEC) 4,000 UVM CIS EI BUDGET      THIS BUDGET IS SUBJECT TO CHANGE BASED ON APPROVAL FROM   +/- $500,000

CSPD Activities: CIS/EI Professional Development (travel, lodging, 
registration, mileage, meals) 54,000 Name FTE mths Hourly Rat

Hours Per 
Week $780,980.86

SSIP/CCV EI-Specific Improvement Activities/Infant-Toddler 
Quality Improvement (Northern Lights contract, PD for field) 70,000

CIS Personnel 
Development 
Coordinator (Julia 
Wayne) 1.0 12.0 35.9072 37.5000
I-Team EI Project 
Coordinator (Pam 
Cummings) 1.0 12.0 43.7090 15.0000

VICC/Family Engagement

TBD Early 
Childhood Special 
Educator 0.5 12.0 34.3351 5.6250 10,043.02$      

Parent Stipends, travel (Per Diem) 3,000
CDCI Director (Jesse 
Suter) 1.0 12.0 74.3079 0.3750

Engaging Families From Diverse Populations (Paying cultural 
brokers (~$100/hr), meetings/forums, adaptaptions/translations 
to materials for communicating with these families, interpreter 
services ) 5,000 Total Salary

  
Miscellaneous Other Direct Costs
Printing/Binding 250 Salary 115,604.04$    
Telecom telephone service 700 Fringe 58,958.06$      

Services & Other(cop -$                   
 Restricted Indirect Cost Rate/Allocation Plan 80,000 General Supplies -$                   

Publication Costs -$                   
Temporary Employment Agency 110,000 (inc in 100% funded positions) Lab Research Supplie -$                   

Computer Services -$                   
CIS Grants & Contracts (UVM - CDCI) 103,094.10 (+91,912.97 inc in 100% funded positions) Travel and Professio  6,000.00$         

Total Direct Costs 180,562.10$    
Indirect (8% of direct 14,444.97$      
TOTAL COST 195,007.07$     

115,604.04$                                                       

 

Salary 

70,019.00$                                                         

34,093.02$                                                         

1,449.00$                                                           
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BLANCHE THOMPSON Digitally signed by BLANCHE THOMPSON 
Date: 2024.07.01 17:54:09 -04'00'
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