Henrico County, Virginia

Department of Human Resources

2013 - 2014 Annual Report
Fiscal Year 2013 – 2014 has been a year of transforma on for the County of Henrico’s Department of
Human Resources (HR). As we strive to look cri cally and crea vely at our internal systems and processes
and align them with the County’s goals and the vision of our County Manager, one of the major themes
we have kept in mind is that of leadership and accountability. Not only are we seeking more opportuni es
within our department to take ownership and provide above-and-beyond service to the County, we are
also endeavoring to facilitate a higher level of accountability and service for and with our agency partners
as well.
This transforma on began within the department’s structure, when the Division of Risk Management became part of our HR team, a strategic move by County leadership to be er align work func ons within the
organiza on. The Divisions of Employee Rela ons and Employee Health Services also underwent major
transi ons with staﬀ and management changes, and through this the staﬀ pulled together admirably to
ensure there was no lapse in service to the customers of these divisions. With so much reorganiza on happening, HR embraced the opportunity to crea vely solve staﬃng issues by changing how du es are distributed, pu ng the right jobs in the right hands, elimina ng some posi ons to create a new mul -func onal
“floater” posi on, and increasing cross-training throughout the department—all of which have allowed for
new eﬃciencies, professional development opportuni es, and further spending reduc on.
In addi on to managing change within HR, we also proac vely sought to reinforce leadership at all levels
by crea ng a new career development program (CDP) for HR Assistants. This CDP encourages staﬀ to take
ownership of and accountability for their own careers and acknowledges their ongoing eﬀorts in support of
both agency and organiza onal goals.
In further alignment with the County Manager’s vision, HR
revised the County’s nine core competencies to reflect the
importance of encouraging leadership at all levels of the
organiza on and a greater focus on engagement of County
employees. Training classes were reviewed and updated
with a goal of reinforcing the County’s changing culture, and
d
the employee newsle er The County Connec on strategical-ly targeted numerous stories featuring areas of innova on,
collabora on, and high level service throughout the organiza on, in order to educate, engage, and inspire current
employees.

“I really, really appreciate your quick
response, your understanding of the
impact on the organiza on of this… and
your extra ‘talk through’ help with me
this morning.”
- Rebecca, HR customer

Looking to highlights in HR’s services to the County as a whole over the past fiscal year, one of our proudest achievements was the strengthening of our Volunteer Program. HR met with departmental volunteer
coordinators to discuss their agencies’ needs and goals, ways to be er u lize volunteers, and new program
guidelines, all with the aim to be more proac ve, collabora ve, and impac ul to the organiza on. With an
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average of 959 volunteers per month in FY 2013-2014 performing a yearly grand total of 165,964 hours of
work at a cost savings of over four million dollars to the County, the impact of the Volunteer Program to the
County is undeniable.

S ll in its infancy, the County’s Internship Program also
Figure 1: Internships per fiscal year
saw tremendous growth in both its scope and par ci50
pa on this past fiscal year, as you can see in Figure 1.
Ini ally it had focused primarily on summer interns
40
and is now a year-round program, and the County has
had its first full- me hire from the emeritus interns of
this revised program. These interns bring their exper30
se and fresh perspec ves to provide high level service
e
to the County. Their work projects include designing
20
and teaching classes for both employees and ci zens,
reviewing construc on plans, conduc ng research and
10
analysis, organizing community outreach programs and
d
events, and developing so ware and code. This work
not only allows them to prac ce their skills, but also in
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many cases reaﬃrms their interest in and commitment
to their field of study. With 48 interns hired in fiscal
year 2013-2014, fi een County agencies are already
benefi ng from their contribu ons, and there are s ll numerous opportuni es to bring interns into the
workplace and invest in tomorrow’s workforce.
One of the major feats this past fiscal year was the implementa on of the state mandated Virginia Re rement System (VRS) Hybrid Re rement Plan which went into eﬀect January 1, 2014. Successfully launched
through collabora on with Finance, Informa on Technology, the County A orney’s Oﬃce, and Schools, the
new plan resulted in the County having two diﬀerent sets of leave, disability, re rement, and deferred compensa on benefits, with increasingly complex benefit administra on and payroll. As a further result of the
VRS Hybrid rollout, HR coordinated the state-administered Virginia Local Disability Program (VLDP) opt-out
process, wherein the Board of Supervisors elected to provide a VLDP-comparable plan in order to retain
administra ve control of this benefit for County employees in the future.
HR also ensured con nued compliance with the federally-mandated Aﬀordable Care Act (ACA), resul ng
in the redefini on and clarifica on of our temporary popula on of Emergency Hire, Seasonal, and Temporary employees. This in turn increased consistent and appropriate use of these staﬃng categories based on
the needs of County agencies. This eﬀort was highlighted by the collabora on of HR and the most aﬀected
departments to devise defini ons best suited for the organiza on’s needs.
HR switched to Op ma EAP for the County’s Employee Assistance Program, eﬀec ve August 1, 2013, which
aﬀorded the County increased training opportuni es and seminars, a larger provider network for counseling services, and self-guided programs on topics such as smoking cessa on, heart health, yoga, and more.
This new EAP vendor fits well with the County culture and will be a tremendous resource to our employees as they navigate our dynamic environment. And in a con nued eﬀort to put the right work in the right
hands, HR absorbed the responsibili es of administra on and billing for op onal life insurance and VRS,
which had been previously managed by another department.
The County’s longstanding tradi on of honoring our employees for service anniversary milestones at the
bi-annual Service Awards also got an update. Reflec ng the County Manager’s desire to model “The HenDepartment of Human Resources | henrico.us/hr
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rico Way” by showing apprecia on to employees for their service and for being contribu ng members of
the County workforce, employees are now recognized in a ceremony star ng at their five-year anniversary
and every five years therea er. Furthermore, a recep on is now held for those with one year of service to
closely interact with the County Manager, and a separate
breakfast is held for those with over 35 years of service
“You have a gi … use it deliberately and
to share stories and experiences of their careers with the
o en for the benefit of others.”
County.
- Chris, HR customer

To foster and support increased accountability, new discipline and inves ga on forms were designed to improve
and streamline the disciplinary process and make it easier
for department supervisors to ensure proper documentaon. Not only does this allow for a more coherent and less cumbersome user experience, but it encourages
agencies to take ownership of the process, allowing them to handle minor disciplinary issues mostly internally, reaching out to HR for assistance when needed or when an issue escalates.
It was a very exci ng year for employee training and professional development opportuni es. HR designed
and launched its first HRMS-based online learning course, specifically created to fit the organiza on’s need
and culture of being and maintaining a harassment-free workplace. Beginning in January 2014, over 800
supervisors have taken this online module, resul ng in 100% compliance since mid-April. The module has
also been added to the Role of the Supervisor series (classes for newly hired and newly promoted supervisors) to ensure ongoing compliance on this crucial training topic. Developing and implemen ng this inhouse ini a ve saved the County significantly and resulted in a product best suited for our needs.
HR made exci ng changes to several of its training classes and professional development program oﬀerings, as well. Of par cular note, we launched the new Emerging Leaders Cer fica on Program (ELCP),
which incorporates a focus on customer service skills while expanding on the themes of leadership growth
and accountability for all employees, regardless of their posi on within the organiza on. The Leadership
Development Program (LDP) was likewise redesigned to make it more challenging and engaging to parcipants, requiring a higher level of thought and reflec on. Revisions include mandatory par cipa on in
a feedback assessment by one’s peers, direct reports, and supervisors; iden fying themes and goals for
development; jus fying one’s hours of learning to an advisor review panel; and par cipa on in leadership
discussion groups.
In fact, HR received one of its three Achievement Awards this year from the Na onal Associa on of Counes (NACo) for this sort of educa onal innova on. Re-Imagine Training: Learning through Conversa ons
described the County’s use of peer-led leadership discussion cohorts to facilitate an exchange of organiza onal
“You have helped us to reflect on our
knowledge, experience, and wisdom. Each class incorpodaily roles and leadership achievements
rates expert panels and facilitators, and since every cohort
and to become be er leaders today than
group is diﬀerent, each will address the development
who we were yesterday… The discussions
needs of its par cipants, allowing for conversa ons to shi
that we were able to have in this environand evolve as the larger organiza on and our County culment were truly moving and I know will
ture con nues to change. With over 600 employees havingg
have a career-long impact on all of us.”
par cipated in this kind of program thus far, 81% indicated
in survey responses that they had improved their perfor- HR discussion group par cipant
mance in the competency of “Understanding the Business
of Henrico County.”
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All training classes were in very high demand this past year, as indicated by an increase from 654 waitlisted
for classes in FY 2012-2013 to 1,255 waitlisted in FY 2013-2014, despite an increase in course oﬀerings. This
clear rise in demand has helped shape strategies for even be er service and oﬀerings for employees in the
coming fiscal year.
In one year, Henrico F.I.T.T. Club members:
In addi on to professional development opportunies, HR con nues to oﬀer employees support in
• Logged 16,262 hours of exercise
improving and maintaining their overall physical
• Measurably improved cardiovascular fitness
health through gym and weight room access, fitnesss
classes, physical training sessions, and numerous
• Increased flexibility by an average of 2.75
diverse program oﬀerings, such as Team Henrico
inches
events, the socially driven F.I.T.T. Club, and the
• Cumula vely lost 133 pounds of body weight
Diabetes Wellness Series. All programs are strategically designed to cater directly to the needs of our
customers, either in response to gathered wellness
data, to aid the development of an employee’s wellness support network, or to garner new membership
and reten on. This targeted approach is working to increase par cipa on, as is demonstrated by the membership numbers in the chart below.
Figure 2: Fitness & Wellness Program membership
per calendar year
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Recognizing a need to further align our services
with a vision of wellness for employees, HR spearheaded a project to put clearly labeled FitPicks in
our County vending machines. FitPicks cons tute
healthy snack op ons with limited amounts of
fats and sugar. The Training Center and Government Center walking trails also received a makeover, fixing mile markers and upda ng the map
for employees’ walking and running use.

In other employee health news, HR ini ated some
changes to how vaccina on records are handled
500
to increase compliance and reduce costs. For Public Safety personnel taking their tuberculosis skin
0
Jan-09
Jan-10
Jan-11
Jan-12
Jan-13
Jan-14
test, a reminder card was issued to remind them
of the need for a follow-up visit, significantly
General Government
Schools
improving the return rate. Also, HR began proacvely reques ng immuniza on records from new
Public Safety recruits, saving me and immuniza on costs when immuniza ons are already up-to-date.
Fiscal Year 2013-2014 was a landmark year for collabora on with other agencies. In fact, HR and the
Division of Fire jointly received a NACo award for Preparing for the Future: Promo onal Process Feedback
Program. Having undergone significant organiza onal changes in the last two years, the Division of Fire’s
leadership set a goal of increasing informa on sharing with the desire for promo ng collabora on, suppor ng professional development, and improving eﬃciencies throughout the Division. HR partnered with
Fire to develop and implement an anonymous survey of all Fire personnel as a measure of the success
of the organiza onal changes thus far and co-hosted group informa on sessions and individual feedback
mee ngs to provide informa on and answer ques ons on the promo on process, addressing targeted
development areas.
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Police and Fire also requested HR’s assistance with special performance appraisal training for supervisors and oﬃcers. The focus of this collabora on was on how to achieve and deliver a truthful and realis c
performance ra ng in a subjec ve process, the importance of documenta on, and the jus fica on for
a narra ve that concretely supports the given ra ng. The goal for all par es was to proac vely educate
supervisors in these agencies to promote a fair and balanced performance appraisal process that supports
employee growth and development. Supervisors were reminded that appraising performance is an important responsibility and the expecta on is that they hold employees accountable for their performance
using strong behavioral examples.
It was a partnership with the Police Division that garnered a third NACo award for the County for the Police
Division Fitness and Wellness Program. HR and Police staﬀ worked together to develop annual fitness
tes ng for all sworn oﬃcers and a
targeted year-round fitness program
Figure 3: Employment and PromoƟon
to support improved fitness across
the board. Between the ini al round
of tes ng in spring 2012 and the
second round of tes ng in spring
2013, the Division showed an overall
average improvement rate of 4.7%
in fitness endurance tests such as
sit-ups, push-ups, and running.
HR also collaborated with Public Rela ons & Media Services in crea ng a video to facilitate easier fitness
orienta on for new members to the County’s Fitness & Wellness Program. Responding to feedback from
new members about needing more op ons for orienta on mes –orienta ons had previously been led by
physical trainers once a week and lasted an hour – the new video allows support staﬀ to manage a 30-minute orienta on session three mes a week, enabling more flexibility for new members a ending orientaon and allowing trainers to spend that me working with employees to help them meet their fitness and
wellness goals.

Video media also made an impact in HR’s delivery of safety training to County personnel. HR staﬀ recorded
several mandatory monthly safety training sessions for the Division of Fire and posted them to YouTube.
Now able to access the training 24/7 from anywhere, this has resulted in a marked increase in par cipaon and compliance, so much so that HR plans to use this strategy increasingly in the future to make safety
training more readily accessible to all County employees.
Similarly related to safety issues, HR implemented a new automated insurance cer ficate tracking system,
resul ng directly in me savings and preven ng unnecessary expense. This new system provides proac ve
assurance that our vendors always have their insurance in place so there is no lapse in coverage.
As part of our new Risk Management responsibili es, HR
also began training with the Department of Public U li es’
Water Treatment Facility and General Services’ Buildings &
Grounds Division in ESMS, or Environmental and Sustainability Management Systems. This intensive 18-month train-ing process u lizes weekly mee ngs and training to empower departments to review their environmental impact,
reduce that impact, and iden fy and implement cost and
energy saving measures.
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“You should be very proud of yourself
for taking the ini a ve to correct this in
such a posi ve and collabora ve way. It
sounds like we are on a good track now.”
- HR customer
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In addi on to the hundreds of training
classes oﬀered to all employees and in response to organiza onal change and other
specific agency needs, HR consulted with and
facilitated training and coaching for mul ple
agencies including Public Works, Recrea on
& Parks, and Health, on such topics as setng and sharing expecta ons, feedback and
coaching, documenta on, mo va ng staﬀ,
managing change, accountability, and strategic planning. We also performed job studies
and/or consulted with various departments
including Police, MH/DS, Libraries, the
County Manager’s Oﬃce, and the Sheriﬀ ’s
Oﬃce, regarding how to meet long-term
opera onal needs, doing more with less,
and other staﬃng challenges. Strategies to
address these issues included reclassifica on
and reorganiza on, realloca on of posi ons,
new repor ng structures, consul ng on
opera onal eﬃciencies, crea ng alterna ve
work schedules, and resource sharing.

Figure 3: County of Henrico’s Magisterial Districts

Figure 4: Map of VIrginia showing employees residency
Our employees live in 63 locali es in Virginia!
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Henrico County has long been a benchmarking des na on for our sister locali es, and this year was no
diﬀerent. In addi on to providing services to Henrico County ci zens and County employees, HR assisted
organiza ons and groups in the surrounding community. For instance, we were invited by the City of Richmond’s Human Resources to do a presenta on to 50 upper-level City execu ves on the Henrico Way of providing customer service, focusing specifically on our customer service competency, the customer service
module of New Employee Orienta on (NEO), available training classes and online courses, and our Town
Hall mee ngs with the County Manager and deputy county managers.
We were also invited to help facilitate conversa ons on various leadership topics at the Authen c Leadership Summit in Charlo esville, represen ng Henrico among discussion groups which included UVA professors, upper level Federal Reserve staﬀ, and CEOs from several regional organiza ons. In addi on, HR staﬀ
were asked to speak to regional Fire supervisors at the Company Oﬃcers Leadership Symposium / Performance and Discipline in County Government seminar on best prac ce, documenta on, performance, and
other relevant topics.
HR staﬀ par cipated in the HCTV produc on Living among Us, a public educa on television program about
poten ally harmful insects local to Henrico, specifically researching and speaking about black widow and
brown recluse spiders to educate and raise awareness among our ci zens. In further support of encouraging internal accountability when it comes to the safety of our ci zens, we streamlined the ci zen claims
form and created a defined process, improving consistency in our documenta on of claims and saving me
and money while reducing liability.
Looking forward to the next year, the Department of Human Resources is already excited about a number
of new projects that are on the horizon, the seeds of which were planted this past year. We are in the process of making significant changes to NEO to reflect the changing culture of the organiza on. The County
Manager has already begun a ending NEO on a regular basis to greet new employees, introduce his vision,
share his expecta ons, and answer ques ons, and many more ini a ves will be implemented beginning
in early FY 2014-2015. Around the same me, HR will be launching its first series of Vision to Performance
(V2P) classes, which are specifically aligned with the Henrico Way, the development goal of leadership at all
levels, and the County Manager’s vision.
With an eye to cost savings, HR launched a second Voluntary Re rement Incen ve Program (VRIP) this
past fiscal year, approved by the Board of Supervisors. With a goal of 50 par cipants, HR sent le ers to 425
eligible County employees. Of the respondents, 71 were approved to par cipate. VRIP will be fully implemented in FY 2014-2015, with an an cipated savings of over one million dollars to the County.
The coming fiscal year will also bring the rollout of an employee pay raise, the path of which was paved
in FY 2013-2014 in direct collabora on with the Budget Oﬃce and the County Manager’s Oﬃce. Demonstra ng the County’s commitment to recognizing employees for their service despite a diﬃcult financial
climate, this pay raise is par cularly important because of the innova ve way in which it will be implemented, a ered approach based on both tenure and performance and the raise itself being rolled out not
at the start of the fiscal year but in December 2014, which is the earliest that the funds will be available in
the County’s budget.
And we are very excited to be planning to expand our fitness services to addi onal loca ons, making our
vision of wellness in the workplace even more achievable for all County employees.
For the past few years, the Department of Human Resources has embraced a change in its culture to reflect “Communica on, Collabora on, and Credibility.” This approach is not a “fad” or a mission statement
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framed on a wall—it is an embedded philosophy and set of behaviors that can be seen and experienced
by our customers. It serves as a mirror which we hold up to all of our undertakings, to reflect on our daily
work’s alignment with the goals both of our department and of the organiza on. We con nue to ac vely
seek opportuni es to partner with other agencies; to cul vate and nurture our employees; and to improve
eﬃciency and transform our exis ng services to be er meet ever-changing organiza onal needs.
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FY2013Ͳ2014CountyofHenricoDepartmentStatistics
y
Department
1

BoardofSupervisors
BuildingInspections
CircuitCourtClerk'sOffice
CircuitCourtJudges¹
Commonwealth'sAttorney
CommunityCorrections
CommunityRevitalization
CountyAttorney'sOffice
CountyManager'sOffice
CRWP
ExtensionOffice
Finance
Fire
GeneralServices
HumanResources
InformationTechnology
InternalAudit
JamesRiverJDC
JuvenileDetention
Library
MH/DS
PermitCenter
Planning
Police
PublicRelations/MediaSvcs
PublicUtilities
PublicWorks
RealProperty
Recreation&Parks
Registrar
Sheriff'sOffice
SocialServices
GRANDTOTAL:

Filled²

Complement
2

3

4

3
52
37
8
18
1
15
18
7

37

6
25
6

32
2
129
547
186
57
87
3
3
160
24
15
43
796
18
374
253
6
181
8
55
1
3070

40

29
194

66
3
136

10

316
170
796

8
319

Vacant Retirees

Total

1
1
1
1
1
1
1
6
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
35

4
53
38
8
62
27
22
19
13
33
2
170
548
187
58
88
4
67
36
161
355
16
44
807
19
375
254
7
182
9
372
180
4220

4
50
37
8
60
23
20
19
12
17
2
155
528
174
51
82
4
65
36
153
335
16
40
796
18
347
232
7
170
9
334
166
3970

3
1

1

2
4
2

1

1
16

1

15
20
13
7
6

3
5
5
3
4

2
8
20

3
5

4
11
1
28
22

1
12

12

4

38
14
250

9
8
75

6
4

¹Includesthreelimitedtermlawclerks.
²PublicSafetyAcademypositionsfilledbymultipleemployees.
NOTE:Allstatisticsabovearebasedonpermanentpositions.
FYstatisticsasofJune13,2014.

Even with 75 re rees in fiscal year 2013-2014,
the turnover rate remained in the single digits at 8.41%.
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FY2013Ͳ2014EmployeeProfile
TheaveragepermanentCountyemployeeis45yearsoldwith12yearsofservicewithHenricoCounty.

ByStep

PaybySalaryLevel

YearsofService

(permanentemployeesonly)

(permanentemployeesonly)

(permanentemployeesonly)

Step1
Step2
Step3
Step4
Step5
Step6
Step7
Step8
Step9
Step10
Step11
Step12
Step13
Step14
Step15
Step16
Step17
Step18
Step19
Step20
Step21
Step22
Step23
Step24
Step25
Step26

848
455
381
260
505
263
143
158
123
130
92
70
62
55
62
46
59
35
47
19
33
14
36
24
12
38

$11,000Ͳ$15,999
$16,000Ͳ$20,999
$21,000Ͳ$25,999
$26,000Ͳ$30,999
$31,000Ͳ$35,999
$36,000Ͳ$40,999
$41,000Ͳ$45,999
$46,000Ͳ$50,999
$51,000Ͳ$55,999
$56,000Ͳ$60,999
$61,000Ͳ$65,999
$66,000Ͳ$70,999
$71,000Ͳ$75,999
$76,000Ͳ$80,999
$81,000Ͳ$99,999
$100,000Ͳ$119,999
$120,000Ͳ$139,999
ш$140,000

24
11
125
303
387
414
513
441
397
393
326
174
130
79
174
47
16
16

EEO*
Male
Female
Minority
NonͲMinority

57.87%
42.13%
33.64%
66.36%

,272(32%)
,698(68%)

ByAge
(permanentemployeesonly)
<21
21Ͳ30
31Ͳ40
41Ͳ50
51Ͳ60
61Ͳ65
66Ͳ70
>70

7
546
907
1,191
967
253
78
21

AveragePayperHour
(permanentemployeesonly)
FullͲtime

$23.62

AdditionalEmployeeStatistics
(permanentemployeesonly)

ByType

Exempt
NonͲexempt

280
833
957
695
447
360
232
100
66

(allemployees)

(allemployees)

OvertimeStatus
(permanentemployeesonly)

<1
1Ͳ5
6Ͳ10
11Ͳ15
16Ͳ20
21Ͳ25
26Ͳ30
31Ͳ35
>35

PermanentfullͲtime
PermanentpartͲtime
Hourly,Seasonal,and
Temporary

Federalminimumwage=$7.25/hour
effective7/24/2009.
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3,922
48

Turnoverrate
Averageannualleaveusage
Averagesickleaveusage

8.41%
121.7
60.0

1,024
*EEOdataisvoluntaryandselfͲreported.
FYstatisticsasofJune13,2014.
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