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Required Online Training Courses
All new employees must take compliance training when they begin working for Chesterfield
County. The listed courses are required by the county. Departments will have additional
training that is required depending on each position’s requirements.
These courses will be automatically assigned in the county’s ulearn system. Ulearn will be
accessible to all new employees within 2 weeks of their hire date. Courses will be in the new
employee’s transcript in the New Employee Orientation (NEO) folder. If you are unable to
access the courses, please email ulearn@chesterfield.gov.
All Employees within 45 days of hire:
 Sexual Harassment Policy Training
 Cultural Competency and Inclusion
 Employee Development Program
Training
 Information Security Awareness
 Environmental Awareness
 Portable Fire Extinguisher
 Hazard Communication
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All Employees within 90 days of hire:
 Workplace Violence
 NIMS IS100 & IS700
Specific Employee Positions within 45 days
of hire:
 HIPPA
 Defensive Driving
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NEO Contact List
The following is a list of resources for new employees. New employees are encouraged talk
with their manager or department human resources as well as using the contact numbers
below.
New Employee Processing

748‐1141

Benefits

748‐1222

ID Badges

717‐6843

Payroll

706‐2824

Learning & Performance Center

706‐2119

Chesterfield Federal Credit Union

639‐8023

General Contact Numbers
Human Resources

748‐1551

Guidance Resources

855‐278‐6865

Employee Medical Center

318‐8584

Learning & Performance Center

717‐6258

IST Help Desk

768‐7500

County Voicemail System

768‐7350

Internal Audit Fraud Hotline

318‐8000

Risk Management

318‐8800

Online Employee Resources
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Employee Online

eo.chesterfield.gov

Office 365 Portal

office.com

uLearn

chesterfield.scod.com

Guidance Resources EAP

guidanceresources.com
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County Organizational Chart
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Magisterial District Map
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Board of Supervisors

Leslie A.T. Haley
Midlothian
District

Kevin Carroll
Matoaca
District

Chair

Vice‐Chair

James ‘Jim’ Holland
Dale
District

Jim Ingle
Bermuda
District

Christopher Winslow
Clover Hill
District
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County Leadership

Joe Casey
County Administrator

Matthew Harris
Deputy County
Administrator of
Administration and
Finance

Jesse Smith
Deputy County
Administrator of
Community
Development

Scott Zaremba
Deputy County
Administrator of
Community Operations

Sarah Snead
Deputy County
Administrator of
Human Services

Jeff Mincks
County Attorney

Susan Pollard
Director of
Communications and Media

Edward “Loy” Senter, Jr.
Chief of Fire and EMS

Mary Martin Selby
Director of
Human Resources

Jeffrey S. Katz
Chief of Police
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VISION
To be an extraordinary and innovative community in which to live, learn, work,
and play.

VALUES
RESULTS
We focus on outcomes
that add value

• We align our goals to positive and intentional
achievements
• We, as employees, are positively contributing
 We use appropriate resources, knowledge and
skills to achieve our goals
 We do what we say we’re going to do

• We curiously explore ways to turn ideas into
solutions
 We work collaboratively
• We constantly think about the customer
experience by assessing what we do, why we do it
and the way we deliver products/services

SERVICE
We seek to understand
and respond appropriately
to customers’ key needs

INNOVATION
We look for new ways to
solve problems and new
approaches to service
delivery

 We know county services, so we can respond to
customer needs
 We anticipate, rather than react to, customer
needs
 We view customer interactions as transformational,
not transactional
• We improve the customer experience, within legal,
ethical and moral boundaries

 We efficiently manage the resources entrusted to us
 We respectfully interact with others, even if we
disagree
 We use good judgement and ask for advice, if in
doubt
 We are responsible and accountable for our
decisions
• We live the County’s Code of Ethics

ETHICS
We are honest,
transparent and
contribute to the county’s
reputation

The contributions of our employees and engaged citizens make this Blueprint possible.
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RESULTS
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Chesterfield County, Virginia

Strategic Plan
FY 2020-2024
Providing a FIRST-CHOICE community through excellence in public service.

RESULTS

INNOVATION

SERVICE

Everyday excellence

ETHICS

Safe and secure
community

Goal: Demonstrate excellence in public service with a
commitment to fiscal stewardship and efficient use of
resources

Goal: Partner with the community to provide safe and
secure surroundings through prevention, readiness, and
professional response

Objectives

Objectives

1.1 Promote trust and transparency that strengthens
community engagement
1.2 Continuously improve our service-centric culture
1.3 Model financial integrity, considering regional and
private partnerships as appropriate
1.4 Invest in employee engagement

2.1 Increase safety and preparedness through
prevention
2.2 Foster positive and respectful community
relationships
2.3 Address repetitive incidents that negatively impact
resources
2.4 Respond promptly, professionally and efficiently to
service calls

Robust economy

Healthy living and wellbeing

Goal: Foster a vibrant economy that provides quality
jobs, enhances economic opportunities and ensures
business diversity

Goal: Promote healthy, active lifestyles while fostering
self-sufficiency and quality of life

Objectives

Objectives

3.1 Attract and retain a variety of business sectors to
match the talents of existing and future citizens
3.2 Expand available jobs so more citizens can work in
the county
3.3 Provide services and venues that encourage
residents to stay and visitors to return

4.1 Provide critical and easily accessible resources to
help individuals flourish
4.2 Inspire neighbor-to-neighbor relationships
4.3 Encourage healthy lifestyles
4.4 Demonstrate readiness for shifting demographics

Thriving communities

Learning for a lifetime

Goal: Enrich quality of life, enhance community
attractiveness, and preserve natural resources

Goal: Support a range of learning opportunities that
sustains quality of life, employment and well-being

Objectives

Objectives

5.1 Foster long-lasting communities with unique
identities
5.2 Enhance, restore and maintain neighborhoods and
communities using public and private efforts
5.3 Continuously improve public infrastructure and
facilities
5.4 Responsibly attend to the environment

6.1 Collaborate with Chesterfield County Public Schools
to position students for lifelong success
6.2 Provide access to learning and enrichment
opportunities for citizens of all demographics
6.3 Equip the workforce with skills to meet changing
business needs
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INNOVATION
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The County Intranet Site
Available only from a county computer operating within the county’s intranet network.

Chesterfield County News
Important messages and events for county employees.

County Forms
Forms published by different departments for employee use.

County Personnel Policies and Procedures
Where to find all current policies and administrative procedures for the county.

County Resources
Links to pages for most county departments.

Employee Directory
Find most county employees’ contact information here.

Employee Online
Portal for employees to view key payroll and benefits information. This is where
employees access paycheck stubs. THIS SITE CAN BE ACCESSED FROM A HOME
COMPUTER. – eo.chesterfield.gov

Safety Data Sheets
Central repository for safety information.

Success Stories
Where to submit your innovative projects and successes and see what others have
submitted.

6/5/2020

12

Chesterfield County New Employee Orientation

Risk Management
Our Mission
The Department of Risk Management assures effective and sustainable management systems
are implemented across Chesterfield County and Chesterfield County Public Schools to identify,
evaluate, and control operational and organizational risks to minimize potential loss and
liabilities associated with our operations and activities.

Our vision
We actively participate in helping to create a workplace culture where: we protect our people,
students, and citizens, are responsible stewards of the environment, and manage operational
risks to minimize loss and liabilities. We provide effective levels of protection, risk sharing
strategies and claims administration to sustain the ability to provide critical community services
and responsibly manage our financial obligations and responsibilities.

Our common goals
We are a group of dedicated professionals who have a passion for helping others, and share a
common set of goals that include:








Preventing injury by creating safe, secure & healthy county facilities and workplaces.
Protecting and sustaining the environment.
Complying with regulatory requirements.
Minimizing loss through recognition and management of risk.
Enhancing the brand image of Chesterfield County & Public Schools.
Ensuring financial strength through appropriate risk sharing.
Efficiently managing claims to ensure fair and equitable settlement in the best interests
of the County, Schools, and the citizens of Chesterfield County.

The Chesterfield County safety procedures are designed to assist each Chesterfield County
Government employee in identifying and correcting safety and health related hazards. The
procedures are not all‐encompassing. Only general and some selected specific safety
requirements are identified and discussed. Additional detailed safety training and equipment is
provided for each employee at their specific work site. As an employee, you are responsible for
following safety rules and regulations and reporting any safety deficiencies or unsafe acts or
conditions to your supervisor or safety coordinator. Your full cooperation is essential to
maintaining a safe and healthy work place. Safety officers are available to each department to
help keep your place of work safe. If you see something, say something.
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Security Awareness
Office of Security Management Mission Statement
To provide the safest possible environment for the employees, visitors, and residents of
Chesterfield County through training of personnel, effective use of security countermeasures
and by conducting regular vulnerability assessments of county facilities.

Security Strategies





Employee Education and Training ‐ The most effective security element is an individual
properly trained in how to identify a suspicious event, how to report it, and how to
respond should the situation necessitate a response.
Physical Access Control ‐ Physical access control limits access to facilities, and sensitive
areas, using electronic means (card readers, electronic locks) or mechanical means (keys
& traditional locks).
Video Surveillance ‐ This is used as an investigated tool primarily, however in some
locations it provides safety to employees by monitoring their work environment.
Facility Risk Vulnerability Assessments ‐ is the process of identifying, quantifying, and
prioritizing (or ranking) the vulnerabilities in a facility to help determine the best type of
security countermeasure to implement.

Chesterfield County ID Cards
All employees are required to prominently display either the county issued photo identification
card, or the standardized Chesterfield County gold name badge, while working in the capacity
of a county employee. Department directors/office administrators will determine which
credential will be displayed.
If county standardized name badges are worn daily, the photo identification badge will be
maintained at the employee’s workstation available for immediate use.
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Cfield Unplugged
Don’t be an amp‐eater
Cfield Unplugged is a county wide energy awareness program to help educate and encourage
Chesterfield’s employees to be good stewards of the environment and the taxpayer dollars by
exhibiting energy wise behavior and actions in the workplace. Conserving Energy is one area
where the sum of small, individual efforts can have a big impact.
The program highlights ways employees can conserve energy throughout the year while still
maintaining a productive work environment. The goal of the program is to decrease energy
consumption in county facilities through employee awareness, actions, and efforts.
Employees are expected to positively contribute to energy efficiency as both an “energy saver”
and an “energy consumer” by performing actions such as:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Turning lights off when leaving for the day
Turning off computers, monitors and audio‐visual equipment at the end of the day
Turning off lights in unoccupied areas except when necessary for safety reasons
Utilizing natural light when possible
Not using unnecessary task lighting/desk lamps
Unplugging mobile phone chargers when not in use
Reducing the number of personal electrical devices in offices/workstations
Adjusting clothing selections in a manner to help achieve personal comfort
Avoid using automatic door openers designed for use by handicapped
Keeping interior and exterior doors closed when HVAC is operating
Keeping doors between conditioned and non‐conditioned spaces closed
Operating ceiling fans in all areas that are equipped with them
Closing windows unless the outdoor temperature is between 68‐72 degrees
Not operating exterior lighting during daylight hours
Ensure that air duct supply and return grills are not blocked by desks or other items.

6/5/2020
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Customer Service Standards
Chesterfield County employees pursue excellence every day by working together to meet the
needs of county residents, visitors, businesses and co‐workers.
Everyday excellence means Chesterfield County employees:


SERVE all customers in a positive, ethical and professional manner.



GREET and ASSIST anyone who is on the county complex and are prepared to address their
needs.



LISTEN to understand customers’ expectations and do whatever it takes to satisfy those
needs within legal, ethical and policy boundaries.



LEARN about and ANSWER questions about Chesterfield County services and CONNECT
customers to appropriate departments or programs, based on their needs.



EMPATHIZE with customers during service delivery to demonstrate care and understanding
of their perspective.



ACT promptly to respond to and meet needs by answering the phone within three rings
and/or responding to voicemail and email within one business day.



RESPOND to internal and external inquiries within one business day or provide the
customer with an anticipated resolution date.



NOTIFY customers about their availability using out‐of‐office messages for all business
solutions.
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Employee Wellness
Employee Wellness Program (C‐Fit) ‐ A program focused on employee health and well‐being.
The program sponsors fitness classes, group fitness activities, fitness challenges, and discounts
at local fitness clubs and events throughout the year. All health events are voluntary and free to
county employees.
Fitness Center – The county fitness center is in the Public Safety Training Center. It has a variety
of workout equipment including cardio equipment, weight machines, and free weights. Locker
room facilities are also available. All employees must take the fitness center orientation in
ulearn before they can use the facilities. Once the course is completed, a certificate and
instructions on gaining access to the gym will be available.
Employee Medical Center ‐‐ The Chesterfield Employee Medical Center provides occupational
health and employee wellness services for all Chesterfield Government employees. Our goal is
to provide efficient care for workers’ compensation injuries with minimal time missed from
work, as well as wellness visits for employees. Wellness visits would include minor and urgent
health care needs unrelated to work injuries. Wellness visits are free for county employees with
county sponsored health insurance coverage. Wellness visits cost $20 for employees that do
not have the county health insurance coverage. Employees are not required to use leave for
minor, non‐work‐related injury or illness appointments at the Employee Medical Center. As
with any time away from the work site during work hours, supervisor approval is required.

6/5/2020
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Employee Assistance Program
Resources Available Through Guidance Resources EAP
Your Guidance Resources program has been designed to give you simple, fast, direct access to
confidential services 24 hours a day, seven days a week by phone, online or via the mobile site.
All full time and part time benefit eligible employees can use the program. Below is an
overview of typical services offered.
Confidential Counseling
Life can be stressful. The EAP offers relief with 8 free short‐term counseling sessions per
occurrence for employees and their dependents to help them handle concerns constructively,
before they become issues. Employees can call anytime about marital, relationship and family
problems; stress, anxiety and depression; grief and loss; job pressures or substance abuse. The
call will be answered by highly trained clinicians who will listen to concerns and guide
employees to the resources they need.
Work‐Life Solutions
Too much to do and too little time to get it all done? Work‐Life specialists at Guidance
Resources do the research and provide qualified referrals and customized resources for child
and elder care, moving, pet care, college planning, home repair, buying a car, planning an
event, selling a house and more.
Legal Support
With Guidance Resources EAP, you have an attorney on call. You can speak
with an expert about divorce, custody, adoption, real estate, debt and bankruptcy,
landlord/tenant issues, civil and criminal actions and other legal issues. If you require
representation, you can be referred to a qualified attorney for a free 30‐minute
consultation and will be given a 25 percent reduction in customary legal fees thereafter.
Financial Information
Everyone has financial questions. With Guidance Resources, you can get
answers about budgeting, debt management, tax issues and other money concerns
from on‐staff CPAs, Certified Financial Planners® and other financial experts, simply by calling
the toll‐free number.
Wellness
Guidance Resources EAP helps you make positive lifestyle changes. You and any adult family
member in your household can get the tools and support you need to make smarter decisions
about your health. This confidential program includes health coaching from certified health
coaches by phone.
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Employee Recognition Program
It is the policy of Chesterfield County to encourage all employees to fully participate in
providing the best service to our customers, thereby making Chesterfield County a First Choice
Community Through Excellence in Public Service. Toward this end, the county will recognize
individuals and teams who demonstrate exceptional customer service, continuous
improvement, and/or teamwork.
Cash Awards
All full‐time and part‐time county employees are eligible to be nominated for cash awards.
They are:
Celebrating Success Award ‐ A Celebrating Success Award is a cash award given to recognize
exceptional day‐to‐day accomplishments, taking on extra projects or implementing innovative
ideas that significantly improve customer service. Awards may be given to teams or individuals
and are designed to provide timely recognition for outstanding performance.
Awards may range from $50 to $1,000, in increments of $25.
First Choice Award ‐ A First Choice Award is a cash award that recognizes effort which goes
beyond expected job performance and rewards non‐recurring or infrequently occurring
exemplary efforts such as exceptional achievements and accomplishments, and/or
development of new or modified business practices which significantly improve customer
service, productivity and quality.
Award amounts range from $1,025 to $5,000, in increments of $25.
Non‐Cash Awards
In many instances it may be appropriate to award individuals and/or teams with non‐cash
monetary awards rather than cash awards for incremental improvements and
accomplishments. Non‐Cash awards may include gift certificates, lunches, movie tickets,
recognition leave and other non‐cash awards.
Recognition need not be monetary. Other ways to recognize staff and co‐workers include,
verbal recognition, thank you emails, handwritten notes and others.
Refer to Administrative Procedure 6‐14 Employee Recognition Program for details.
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The Learning & Performance Center


Classes related to eight core competencies: Communication, Continuous Learning,
Leadership, Planning and Organizing, Interpersonal Skills, Flexibility, Reasoning, Customer
Focused Service.



Includes partnership with schools of higher education (e.g. VCU, John Tyler, Virginia Tech,
UVA, VSU.)



Most classes are conveniently held on the county complex.



Learning and developmental opportunities include alternative learning methods such as
self‐study, on‐line learning, and computer‐based training.



Employees can obtain skills and knowledge needed to stay current in their jobs while
maximizing their employability.



Offers classes for professional development such as the Employee Leadership Institute and
the Supervisory Leadership Conference.



The Learning & Performance Center administers the Tuition Reimbursement Program and
the Lane B. Ramsey Scholars Program for the county.

To register for an instructor led class log on to the ulearn website at
https://chesterfield.csod.com

6/5/2020
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Tuition Reimbursement
Full time and part time benefits eligible employees must have successfully completed the
probationary period or completed 12 months of employment.
Tuition Reimbursement








Courses must be related to the business of the employee’s department or the employee’s
career development.
Course must be approved in advance by the department director and LPC.
Tuition‐related costs are eligible for reimbursement only.
Employees who separate from Chesterfield County within one year of the reimbursement
will be expected to repay all funds received for tuition in the past year.
The employee must show proof of completion with a satisfactory grade of a C or better and
proof of payment for the course to be considered for reimbursement.
The reimbursable amount is determined each fiscal year.
Tuition reimbursement forms can be obtained from the Learning & Performance Center.

Lane B. Ramsey Scholars Program




Program to acknowledge one employee per fiscal year who best personifies “learning for a
lifetime”.
Selection is based primarily on program relevancy to a career with Chesterfield County,
application and written essays, employee’s work performance, and interview of the
finalist(s).
The scholarship will be awarded by considering the following criteria: personal motivation,
educational and career goals, demonstrated financial need, committee interview, and
overall quality of the written application.

Refer to Administrative Procedure 16‐1 Tuition Assistance and Reimbursement Program for
details.
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Toastmasters
Public speaking is the number one fear in America.
Death is number two.
Fear not! For over 90 years, Toastmasters International has been helping people overcome
their fears of public speaking through its proven program and supportive environment.
Toastmasters is recognized world‐wide as a leading organization for developing
communications and leadership skills.
Chesterfield County government’s First Choice Toastmasters (FCTM) club is dedicated to
helping county employees develop their communication and leadership skills at their own
pace. FCTM gives you the opportunity to discover your leadership style, project a more dynamic
image and communicate more effectively, giving you the tools to take your career to the next
level.
First Choice Toastmasters can help you develop these skills:
• gain confidence
• enhance your communication style
• give and receive constructive evaluations
• network more effectively
• fulfill Employee Development Program requirements
Join today and take your leadership skills to new heights!
FCTM meets the second and fourth Thursdays in the Administration Building, Room 502, 1‐2
p.m. For more information, visit countyNET. “Toastmasters” can be found under the “County
Resources” tab. Email the president for more information.

6/5/2020
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Employee Groups
Employee groups are voluntary, employee‐led groups that foster a diverse, inclusive workplace
aligned with organizational mission, values, goals, business practices, and objectives.

Chesterfield Employee’s Association
Employees from various departments within the County formed the
Chesterfield County Employee’s Association (CEA) in 1983. The Association
was developed to recognize the employees needs for social and
recreational activities, and to also provide an outlet for participating in
charitable community events.
The CEA partners with organizations such as Junior Achievement, March of Dimes and the
American Cancer Society. Some of the events for employees include Lemonade on the Lawn,
Ice Cream Socials, and Photos with Santa and many more. If you would like to become involved
in the CEA, please contact your department representative.
For the association to flourish and provide programming to county employees, we hold fund‐
raisers throughout the year. Items for sale during these events are t‐shirts, sweatshirts, coffee
mugs, lunch bags, and Christmas ornaments, etc. As always, we welcome your ideas for special
events and fund‐raising.

Chesterfield Young Professionals
Chesterfield Young Professionals (CYP) was formed in 2013
to attract, retain, and develop our young professionals. We
host a variety of events, including brown bag lunches,
volunteer opportunities, and social/networking gatherings.
In addition, we provide insight and recommendations to county leadership from a young
professional perspective.
A CYP is defined as a young professional who is a county employee under the age of 40 holds or
aspires to hold a professional position. Participation in CYP does not exclude any employee who
does not meet the above criteria. Any employee is welcome to attend our events or meetings.
CYP members can attend as many or as few events as they’d like. We have monthly meetings
(typically the 3rd Wednesday of the month at 1 p.m.) Employees can attend meetings on
county time.

6/5/2020
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Diversity Advisory Committee
Formed in 1989, the Diversity Advisory Committee (DAC) serves as
an advisory body to the County Administrator through the Director
of Human Resources on issues related to retention, diversity
awareness, training, and hiring of a diverse workforce within the
county. The DAC is composed of twelve County employees representing the major divisions of
Chesterfield County.

Work Life Balance Committee
Work Life Balance, a subcommittee of the Diversity Advisory
Committee, is an employee‐sponsored committee (in partnership
with HR) and was first established in 1993. Since that time the
committee has advocated for many employee‐friendly policies
and issues and provided county employees a mechanism to
communicate and meet employees' work life needs.
The mission of, "Fostering a productive and supportive work environment by assisting
employees in balancing work responsibilities and family needs" continues to guide the
committee in designing programs. Representatives from twelve different departments,
representing the major divisions of Chesterfield County, comprise the committee.

Community Service Guidelines
Chesterfield County recognizes it is our
responsibility to help strengthen the communities
in which we live and work. Consequently, we
encourage our employees to become involved in their communities, lending their voluntary
support to programs that enrich the quality of life and opportunities for all residents.
The county awards full‐time employees up to 24 hours of paid community service leave per
calendar year. Community‐service hours must be used during an employee’s regular work
schedule unless approved by his or her supervisor. Department directors also should award
community service leave to part‐time employees, at their discretion. Use of community service
hours should not require employees to go over their normal hours worked. Paid or
compensatory (comp) time will not be awarded to employees exceeding their regular hours.
Before community service leave is used, an employee must get prior approval from his or her
supervisor. Requests may be denied when, among other things, the requested leave may
conflict with the organization’s mission or may negatively affect the employee’s job
performance. Supervisors may require written verification from an official of the service
organization for use of volunteer leave. Refer to the Community Service Guidelines for details.

6/5/2020
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Leave Accrual
Please contact your department for policies concerning the accrual and use of leave.



You will earn leave for each completed pay period of service, for 24 pay periods during the
year.
Leave is not accrued on the pay period immediately following a month with 3 pay end
dates. This occurs two times each year.

Full‐Time Employees Paid Time Off (PTO) Leave


When properly scheduled, PTO can be used for vacations, personal or family business,
illness, family illness, doctors’ appointments, and other reasons.

PTO Accrual Chart
Years of Service

Accrued Hours per
Pay Period

Accrued Hours per
Year

Carryover
Maximum

0 – 5 years

7

168 hours

248 hours

5 – 10 years

8

192 hours

272 hours

10 – 15 years

9

216 hours

296 hours

15 – 20 years

10

240 hours

320 hours

20 + years

11

264 hours

344 hours

Accrual rates and maximum balances for public safety employees may be found in the appendix
of Administrative Procedure 1‐4, Payment of Compensation to County Personnel.
Part‐Time Benefit Eligible Employees Part‐Time Leave (PTL)



Eligible part‐time employees will accrue PTL at the rate of four (4) hours per pay period.
Employees may request the use of PTL for holidays, vacation, or absences due to illness,
medical appointments, and other personal reasons.

6/5/2020
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Holidays
Chesterfield County observes the following holidays:

Holiday Schedule 2020
Holiday
New Year’s Day
Lee‐Jackson Day
Martin Luther King, Jr. Day
Memorial Day
Independence Day
Labor Day
Veteran’s Day
Thanksgiving Day
Day After Thanksgiving
Christmas Eve
Christmas Day
New Year’s Day

Date Observed
January 1, 2020 (Wednesday)
January 17, 2020 (Friday)
January 20, 2020 (Monday)
May 25, 2020 (Monday)
July 3, 2020 (Friday)
September 7, 2020 (Monday)
November 11, 2020 (Wednesday)
November 26, 2020 (Thursday)
November 27, 2020 (Friday)
December 24, 2020 (Thursday)
December 25, 2020 (Friday)
January 1, 2021 (Friday)

Departments that follow the Commonwealth of Virginia’s holiday schedule: For employees in
departments that follow the Commonwealth of Virginia’s holiday schedule, floating holidays,
PTO, or annual leave shall be used for days that the commonwealth is closed when the county
is open.
Refer to Administrative Procedure 6‐1 Leave/Holidays for details.
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Adverse Weather Policy
If county offices are in any status other than fully opened, the status will be communicated in
the following ways:






Chesterfield Alert will message you by text about status changes. Sign up by emailing
emchesterfield@chesterfield.gov.
An email will be sent to all county employees regarding the status of county operations. Not
all employees have access to email offsite.
Chesterfield will notify the following media stations; Radio: WRVA‐1140 AM, TV Stations:
WTVR‐TV 6; WRIC‐TV 8; WWBT‐TV 12
The County Weather Line will be updated with information: 804‐748‐1256
The county also posts updates to Chesterfield County’s official social media accounts on
Facebook and Twitter.

When adverse weather conditions or emergency events result in a late opening or early closing,
the announcement shall be made by including a specific time for opening or closing.
Please check with your supervisor to see if your position is classified as one of the following:
Designated Staff – Employees who are required to work when the county is closed, regardless
of weather conditions or emergency events.
Minimum Staffing – Employees who are required to work upon appointment by the depart‐
ment director in order to respond to customer needs (telephone or face‐to‐face services
determined by the department director).


Designated and minimum staffing employees are responsible for ensuring that they are at
work for their scheduled shifts and should make arrangements in advance to ensure they
will be at work on time and arrive in the safest way possible.

Refer to Administrative Procedure 6‐12 Adverse Weather and Emergency Events for details.

6/5/2020

29

Chesterfield County New Employee Orientation

6/5/2020

30

Chesterfield County New Employee Orientation

Policy Manual Review
Code of Ethics, Section 1‐4, Personnel Policies
The first priority of the county is to provide a working environment where trust is valued. To
achieve this trust, the county requires truthfulness and integrity among fellow employees.
Employees have a responsibility to encourage honesty, integrity and ethics. The county will
reward those employees who consistently demonstrate ethical behavior and who courageously
identify the unethical behavior of others. The county will take disciplinary action up to and
including dismissal if an employee's behavior exhibits a lack of integrity or ethics.
Refer to Personnel Policies Section 1‐4 Code of Ethics for the entire policy.

Equal Opportunity, Section 1‐5, Personnel Policies
Chesterfield County’s Personnel Policies and Administrative Procedures have been adopted to
ensure fair and consistent personnel practices. Chesterfield County shall provide Equal
Opportunity to employees, applicants and citizens on the basis of fitness and merit, without
regard to race, color, religion, national origin, political affiliation, sex, age or disability in
accordance with applicable Federal and State Equal Opportunity Laws.
In addition, Chesterfield County prohibits discrimination against employees on the basis of
military duty, affiliation or status.
Non‐Discrimination/Equal Opportunity shall apply in all program areas including but not limited
to recruitment, hiring, promotions, compensation, benefits, transfers, work assignments,
performance evaluations, disciplinary actions, demotions, terminations, training programs,
educational, social and recreational programs and use of County facilities.
Refer to Personnel Policies Section 1‐5 Non‐Discrimination and Equal Opportunity for the entire
policy.

Gifts and Gratuities, Section 8‐1, Personnel Policies
On occasion citizens, clients, business persons, suppliers of goods and services, or other
persons you deal with in your employment may want to give you or members of your staff a gift
in appreciation for your services or for business received from the county during the year.
However, the distinction between a county employee and our counterparts in the private
sector is critical when it comes to giving and accepting gifts. In public service, we must treat all
persons whom we serve with complete impartiality, and under no circumstances should our
public positions be used‐‐or perceived to be used‐‐for personal gain. Chesterfield County has
adopted a policy, which strictly limits the acceptance of gifts or gratuities by county employees.
All employees are required to follow this policy.
Refer to Personnel Policies Section 8‐1 Gifts and Gratuities for the entire policy.
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Harassment, Section 8‐7, Personnel Policies
Harassment, which affects the work environment, is prohibited by Chesterfield County, because
it erodes morale and interferes with an employee’s ability to perform job duties. The County
prohibits all forms of harassment, based on race, color, religion, national origin, sex, age or
disability. Harassment includes conduct that has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating a hostile work environment.
Harassment may occur at the workplace, or away from the workplace, and may occur during or
after hours, if the conduct impacts an employee’s work environment.
Refer to Personnel Policies Section 8‐7 Harassment for the entire policy.

HIPAA Policy, Administrative Policy 6‐4
Training for this topic is administered online through uLearn. It must be completed within 45
days of the hire date for new hires in HIPAA Business Associate departments only.
Everyone who uses information which belongs to Chesterfield County is responsible for doing
his or her part to keep this information safe from disclosure or harm.



Our employees and constituents expect and deserve to have their private and medical
information kept confidential and free of errors.
We are legally and ethically obligated to protect the information we collect and
maintain.

Refer to Administrative Policy and Procedures 6‐4 Privacy of Information for the entire policy.

Employee Development Program Policy, Administrative Policy 6‐5
Training for this topic is administered online through uLearn. It must be completed within 45
days of the hire date.
The EDP program is an open communication process where the supervisor and employee
mutually evaluate the employee’s performance and determine the developmental goals and
methods to achieve those goals. The EDP program:






Offers program based on valid job‐related evaluation criteria
Provides guidance for personnel actions (merit increases, promotions, employee
development)
Promotes communications between supervisors and employees
Improves productivity by clarifying job expectations and monitoring employee performance
Provides a consistent employee development and performance management process

Refer to Administrative Policy and Procedures 6‐5 Employee Development Program for the
entire policy.
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Sexual Harassment Policy, Administrative Policy 6‐13
Training for this topic is administered online through uLearn. It must be completed within 45
days of the hire date.
Sexual harassment in the workplace is prohibited by the County because it erodes morale and
impairs employees’ work ability. All employees shall be responsible for abiding by this policy
and promoting a workplace that is free of sexual harassment.
Refer to Administrative Policy and Procedures 6‐13 Sexual Harassment for the entire policy.

Americans With Disabilities Act Policy, Administrative Policy 6‐18
Chesterfield County supports the policies and guidelines enacted by the American’s with
Disabilities Act of 1990 and the ADA Amendments Act of 2008. The Americans with Disabilities
Act provides clear, comprehensive and enforceable prohibitions banning discrimination on the
basis of disability. Chesterfield County will provide individuals with disabilities equal
opportunities in employment, programs and services, and provide reasonable accommodations
whenever possible.
Refer to Administrative Policy and Procedures 6‐18 Americans with Disabilities Act for the
entire policy.

Discrimination and Harassment, Administrative Policy 6‐23
The County is an equal employment opportunity (EEO) employer committed to providing a
work environment that is free from discrimination and harassment. Discrimination and
harassment in the workplace on the basis of race, color, national origin, sex, age (40 or older),
disability, religion or genetic information is prohibited by the County.
Refer to Administrative Policy and Procedures 6‐23 Discrimination and Harassment for the
entire policy.
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Internet and Email Use, Administrative Policy 7‐8
Training for this topic is administered online through uLearn. It must be completed within 45
days of the hire date.
Keeping your computer safe:








Suspicious emails may contain grammatical and spelling errors, be formatted oddly, may
not contain your email address in the To: field, may seem overly friendly, or have
nothing in the email body. 99% of the time, there is something obviously wrong with a
phishing email!
Do not respond to phishing emails or unsolicited e‐mails from unknown and un‐trusted
sources. Delete them.
Do not open any attachments or click on any links contained in suspicious emails or
emails you were not expecting. Always call to verify the intent of an email if you aren’t
sure ‐ “Hey, did you just send me …”
Do not respond to emails requesting personal information or that ask you to "verify
your information" or to "confirm your user‐id and password. “
If you do respond to a bad email, and realize it too late, just turn off the computer and
call the helpdesk at 768‐7500.

Refer to Administrative Policy and Procedures 7‐8 Internet and Email Use for the entire policy.

Fraud, Waste, and Abuse Prevention and Detection Policy, Administrative Policy
8‐2
Any employee who has knowledge of an occurrence of fraud or has reason to suspect that a
fraud has occurred, shall immediately notify his/her supervisor or Internal Audit.
The Fraud, Waste, and Abuse HOTLINE (318‐8000) program provides a confidential and
anonymous method to report suspected fraud. The Internal Audit Department takes all
legitimate reports of fraud, waste, and abuse seriously and will make every effort to properly
investigate issues.
Refer to Administrative Policy and Procedures 8‐2 Fraud, Waste, and Abuse Prevention and
Detection for the entire policy.
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Ethics in Public Contracting Policy, Administrative Policy 12‐2
This policy sets forth guidelines for governing the conduct of Purchasing personnel and those
with official responsibility to function or participate in any procurement transaction for using
departments/schools. Guidance is given concerning procurement behavior in relation to
employee’s interests such as the employee’s partner and immediate family, gratuities, gifts,
kickbacks, or payment of any kind.
Refer to Administrative Policy and Procedures 12‐2 Ethics in Public Contracting for the entire
policy.

Workplace Violence Prevention and Facility Risk Assessment Policy,
Administrative Policy 13‐6
Training for this topic is administered online through uLearn. It must be completed within 90
days of the hire date.
Emergency situations include any incident for which there is an imminent or perceived serious
threat of harm to person or property.
Steps to Follow in Emergency Situations:
1. Call 911.
2. Press a local duress button if you need to contact the police without the subject knowing.
3. Notify supervisors and co‐workers in the area.
Reducing the Risk of Workplace Violence in the Event of an Angry Customer or Coworker:
Your goal is to help defuse the person's anger so that he/she can cool down and talk calmly and
rationally.
1. Maintain your composure.
2. Try to signal for help from a coworker who can contact management or the police.
3. Listen attentively. Hostile individuals who feel that they have your attention are sometimes
less likely to act out physically.
4. Be courteous and patient until help arrives.
5. If the person is threatening you with a weapon, follow his/her instructions and stall for
time.
Refer to Administrative Policy and Procedures 13‐6 Workplace Violence Prevention and Facility
Risk Assessment for the entire policy.
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Diversity
The county’s commitment to providing equal employment opportunities complements
organizational values such as teamwork, leadership, ethical behavior, employee involvement
and customer focus. It encompasses the way we work, the work environment, and our respect
for people and ideas. The concept of equal employment opportunity extends to work history,
education, personality, geographic origin, length of service and level of position within the
organization. In addition, providing equal employment opportunity takes into consideration
diverse thought processes, leadership abilities, viewpoints, management styles and the manner
in which services are delivered.
All employees, regardless of their diverse origins or experiences, are expected to demonstrate
their commitment to the county’s organizational philosophies, ethics and values. Equal
employment opportunity recognizes and respects the individual differences employees bring to
the workplace. Further, in providing equal employment opportunity, Chesterfield County strives
to reflect the diverse community we serve. In an effort to fully recognize and appreciate the
diversity of county employees and residents, the county is committed to ensuring that
employees have an equal opportunity to serve on its various teams and committees.
Equal employment opportunity also means striving to maintain an environment in which
managers value the differences in their employees and take steps to ensure that all employees
recognize that they are valued and appreciated.
The County Diversity Plan and the Equal Employment Opportunity Plan Utilization Report can
be found on the Human Resources webpage.

Virginia Freedom of Information Act
The Virginia Freedom of Information Act (FOIA), located § 2.2‐3700 et seq. of the Code of
Virginia, guarantees citizens of the Commonwealth and representatives of the media access to
public records held by public bodies, public officials, and public employees.
A public record is any writing or recording ‐‐ regardless of whether it is a paper record, an
electronic file, an audio or video recording, or any other format ‐‐ that is prepared or owned by,
or in the possession of a public body or its officers, employees or agents in the transaction of
public business. All public records are presumed to be open, and may only be withheld if a
specific, statutory exemption applies.
The policy of FOIA states that the purpose of FOIA is to promote an increased awareness by all
persons of governmental activities. In furthering this policy, FOIA requires that the law be
interpreted liberally, in favor of access, and that any exemption allowing public records to be
withheld must be interpreted narrowly.
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Records Management
Overview of Public Records Management Considerations for Chesterfield County Employees
All Chesterfield county employees who create records in the course of their public service (and
that is all Chesterfield County employees!) are required to:





Create true and accurate records required by terms of their employment and by their job
responsibilities;
Preserve and keep safe those records under their control for their entire retention period as
determined by the Library of Virginia; and
Adhere to established procedures regarding the eventual final disposition of those records
Abide by the County’s Records Management Policy (General Services Policy 5‐6)

What is a Public Record?
Records created by public servants in the course of fulfilling their job responsibilities are known
as “public records”. That a record is concerned with and memorializes the conduct of business
on behalf of the citizens is the principal component that makes it a public record. These records
are identified by some connection to public service from one or more of the following aspects
(note that many records have multiple “personalities” and fall into two or more categories):









Administrative (monthly reports, memos written on a particular subject, meeting minutes,
procedures manuals, etc.)
Law‐based (deeds, certain permits, contracts, leases, etc.)
Historical (charters, proclamations, certain old photographs, etc.)
Evidential (organizational charts, recorded information that is used as evidence in a legal
matter, etc.)
Fiscal (receipts, invoices, budget, payroll, deposits, audits, accounts receivables, purchase
orders, etc.)
Informational, (program announcements, reports, research, etc.)
Juridical, (court orders, etc.)
Vital (benefits information, tax data, building schematics, Emergency/Disaster Plans,
property assessments, zoning, etc.)

Records are essential to the logical and organized administration of day‐to‐day governmental
activities, transactions, and services, in order to memorialize that those activities took place.
Properly prepared records attest to the responsibilities – established by laws and regulations –
for both the governmental department and the citizens in transactions between the two
entities. From a practical perspective, records constitute proof of basic governmental functions,
including tax collection, issuance of permits and licenses, providing of certain services, and
oversight and regulation of goods and services provided outside the domain of government.
Records form a basis for on‐going statistical analysis of those governmental activities for a wide
variety of reasons. Records constitute the points that, taken as a whole, form the linear
historical establishment, growth and development of government, and consequently are the
basis for its rational continuity.
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In sum, records







Provide evidence
Provide accountability
Provide continuity
Provide resources for future planning based on past experiences, efforts, or initiatives
Provide memory; and
Document history

Other marks of a public record:
















it must always give evidence of a service, transaction, or event that is itself fixed in past
time, as that evidence must itself be fixed in the past;
it must be true, whole, and unaltered;
it must be at a minimum adequate to satisfy the reason for which it was created;
it must be both “capturable”, and once “captured”, sustainable in readable format;
it must be comprehensible and/or readable by human or machine means;
its creation and retention are both generally required by law, and in many instances, its
destruction or permanent retention is as well;
it is not restricted by any medium or format, as long as it can be “captured”;
it should only be created for a valid reason;
it should only be kept for a valid reason;
it must evince a transaction, service, or event, or some important and actual consideration
or step in the process of effecting that transaction, service or event, as opposed to evincing
only the process itself (there are, of course, bona fide records associated with non‐specific,
“generic” processes, such as flowcharts, etc.);
it should in some way possess uniqueness as a communication, that is, it should be
applicable to a discrete transaction, service, or event, as opposed to referencing an
aggregation of dissimilar transactions, services, or events, or to being a form letter which
lacks specificity;
it should be formal, in the sense that the content is clearly defined as government business;
and
it must only be a single generation; “versioning” implies that previous iterations were not
public records. Documents can be revised, but records by their very nature cannot be
revised; once record status has been attained, any revisions, alterations, or modifications to
the original record do not, cannot, alter that record; they can only yield a new record.
Records by their very definition are always one‐of‐a‐kind. There is absolutely no such thing
as a public record, “version 1” or a public record, “version 2”.
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Ownership of Public Records
Public records are held by County government employees on behalf of the citizens of
Chesterfield. They are ultimately the property of the citizens. No County employee may seize,
alter, sell, trade, conceal, destroy, or otherwise damage public records. Furthermore, great
discretion must be employed when revealing information contained in public records, as much
of what is found in records is confidential and protected information. Confidential records are
public records which are generally not made available for public inspection, due to reasons of
federal, state, or county laws, ordinances, regulations, or court orders ensuring and requiring
the privacy of information – usually of a personal nature – contained within them.

The Library of Virginia
In the Commonwealth of Virginia, the Library of Virginia (LVA) is the state agency which is
tasked with oversight for records management considerations in the state. The LVA publishes a
website which contains the General Records Retention Schedules; these in turn list how long a
public record must be kept before it becomes eligible for other disposition, including
destruction.
The LVA website applicable to public records retention for local county governments is
http://www.lva.lib.va.us/whatwedo/records/sched_local/index.htm
Retention periods may be extended at the request of a County department head provided that
there is a good reason to do so. Under no circumstances is it ever permitted to destroy a public
record before the LVA‐stipulated retention period has been met.

Records Maintenance
Typically, active records are stored at the employee’s work site in desk drawers or file cabinets.
Once a record becomes inactive – that is, when you don’t really need them at hand, but you
cannot legally dispose of them because their retention period has not yet been fulfilled – they
may and should be sent to offsite storage. The County contracts with a local records storage
facility for the secure safekeeping of its inactive records.

Records Destruction
It is unlawful in the Commonwealth of Virginia for any public service employee to destroy any
public records, even if the retention period for those records has long since passed. Prior to
record destruction, the County Records Administrator is required to prepare a short inventory
(“RM‐3” form) of the records proposed for destruction, which must then be approved by the
department head or the person in a department with designated responsibility for records
management and authority to approve records destruction. Once that form is returned to the
Records Administrator, arrangements will be made to have the records picked up and
shredded.
Whenever a record is destroyed, all copies of that record – including electronic (“on your
computer”) copies – must be destroyed and/or deleted as well.
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Shred Bins
Most departments have “shred bins” where documents that are not public records may be
placed for shredding. These non‐record materials may include copies of records, bad or skewed
outputs from a copier that are not useable, and anything else containing confidential or
otherwise protected information and which should consequently not be placed into a trashcan,
but into a shred bin. But remember: public records cannot themselves be placed in a shred
bin, even if their retention period has expired. Public records must first be inventoried on an
RM‐3 form by the County Records Administrator.

Confidentiality
There is a very long list of public records that are protected by federal and state laws from
disclosure to all but a very limited number of persons. This includes all healthcare records,
including records pertaining to mental health issues, anything which contains a Social Security
number, many public safety records, most records related to children, many human resources
records, most records originating in the County Attorney’s office, and a great many others as
well. The simplest and best approach to this issue is to treat all County public records as if
they were confidential.

E‐mail
E‐mail is not a record. E‐mail is a transmission system, an “envelope”, for documents that may –
or may not – meet the test(s) for being a public record. E‐mails containing information dealing
with public service issues may generally be construed as public records.
The County has an acceptable use policy for its e‐mail system which clearly articulates, among
other things, that the County has the legal right to read and copy e‐mails which are transmitted
over its communications systems, without informing the persons involved in the e‐mail
exchange or seeking their consent or permission. This does not suggest that the County is
doing so; but it may do so if it feels that adequate reason exists to warrant such actions.
Obviously, the best solution here is to not present the County with any reason to begin
intercepting and reading your e‐mail exchanges.
Any e‐mail that contains a public record is also subject to the LVA retention schedules. If the e‐
mail is being kept in its electronic format, that is, on your computer, then it must be kept for
the entire period stipulated by the LVA; if it is printed out onto paper and that paper is deemed
to be the “record copy”, the e‐mail itself may be deleted from your PC at will.

Records Class
The Learning and Performance Center offers a class on records management issues and
considerations through the ulearn website.
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Employee Relations
Department of Human Resources
Facilitating a work environment conducive to making Chesterfield County the Employer of Choice
Policy Information Resource
Employee Relations (ER) staff is available, confidentially, to answer questions and interpret county
personnel policies and administrative procedures. In addition, they are available to review departmental
policies to ensure consistency and appropriateness and provide guidance for compliance with state and
federal laws.
Employee Problem Solving
Employee Relations staff is available to work with employees to help resolve work‐related issues. They
will assist with informal or formal means of problem resolution.
Manager/Supervisor Consultations
Employee Relations staff is available to offer advice to managers and supervisors in resolution of
employee performance or behavior issues. ER maintains confidential data on the county’s trends for
performance problems, misconduct, workplace violence incidents and alcohol and drug policy violations
to help ensure consistent application of policies and procedures.
Dispute Resolution Programs
Facilitated Meetings ‐ HR staff members are trained facilitators. Facilitated meetings are a structured
process in which a neutral facilitator works with employees experiencing workplace conflict and helps
them to reach a mutually acceptable solution.
Employee Grievance Procedure ‐ The grievance procedure is an avenue for resolving work‐related
disputes and is available to full‐time, non‐probationary employees. Employee Relations staff neutrally
monitor the process and advise participants on procedural matters.
Alcohol, Substance Abuse and Background Check Policies
The federal Drug Free Workplace Act requires that the county provide all employees with an alcohol‐
and drug‐free work environment. Employee Relations staff provides education to employees on
substance abuse and administers the county’s alcohol‐ and drug‐testing program. They also conduct
criminal background checks on new hires to preserve integrity in county government and the safety of
residents and employees.
EEO Investigations
Employee Relations staff conducts inquiries into discrimination claims and serve as unbiased fact finders
who identify and secure relevant information from interviews and records, and compile thorough,
impartial recommendations and reports.
Exit Questionnaires and Exit Interviews
Upon leaving Chesterfield County, employees should complete an Exit Questionnaire Form. Data from
the questionnaires is tabulated so trends can be reported to departments for possible action when
appropriate. Employee Relations staff is available to meet with employees who prefer a face‐to‐face
interview.
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Alcohol and Substance Abuse Policy
Drugs Screened Per DOT Regulations:








Alcohol
Marijuana
Cocaine
Opiates (Heroin, Morphine, Codeine)
Semi‐Synthetic Prescription Opioids (Hydrocodone, Hydromorphone, Oxycodone, and
Oxymorphone)
Amphetamines (Speed, Uppers)
PCP

Types of Testing








Pre‐Employment
Promotion
Random
Reasonable Suspicion
Post‐Accident
Return to Duty
Follow‐up

Drug Testing Procedures








28 Federal Regulations
Chain of Custody
Split Specimen
Blue toilet water/no water
45 ml
If test is “positive” a Medical Review Officer will call to ask about medicines
If valid prescription test is negative

Alcohol Testing Procedures






Breath Test
Private room with Certified Technician
Test requires deep breath
Instant results
If over .02, need confirmation test

Refer to Administrative Procedure 6‐19 Alcohol and Substance Abuse Policy for details.
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Map of the County Complex

6/5/2020

43

