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HR Overview  
 

Under the Local Government Administration of Mayor Luke Feeney, the Human Resources Office 
is dedicated to serving the citizens of the City of Chillicothe by developing, implementing and 
supporting employment-related programs and policies that add value to the City and its 
employees. To achieve this, we focus on delivering high quality customer service, fostering open 
and honest communications, striving to attract and develop a talented and diverse workforce.  
and ensuring equality and consistency in all our interactions with the public, our employees and 
our community stakeholders. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HR oversees compliance with all federal, state and local laws and regulations regarding all 
employment related issues including workers' compensation, equal opportunity, affirmative 
action and workplace safety. 
 
 
The City of Chillicothe HR Department has primary responsibility for managing, assisting and 

dealing with all employment related matters including such functions as policy administration, 

recruitment process, benefits administration, employment and labor law, new employee 

orientation, labor relations, personnel records retention, wage and salary administration, 

employee assƛǎǘŀƴŎŜ ǇǊƻƎǊŀƳΣ ǎŀŦŜǘȅκǊƛǎƪ ŎƻƳǇƭƛŀƴŎŜΣ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴΣ ŎƭŀƛƳǎΣ ŜǘŎΦ    

Working closely with all City of Chillicothe Departments to support and respond to their needs, 

HR handles a variety of work products and creates and processes several different documents. 

This annual report is drawn from source documents and other files that accrue simply as a result 

of our work products.  
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Location & Hours 
 

Staff & Contact Info 
Tamra Lowe 

Director of Human Resources 

tamra.lowe@chillicotheoh.gov  

Pamela Brown 

Human Resources Secretary 

pamela.brown@chillicotheoh.gov  

Phone: (740)773-1211  

Fax: (740)773-8004 

 

 

 

 

The Human Resources 

Department is located on 

ǘƘŜ мǎǘ CƭƻƻǊ ƻŦ ǘƘŜ /ƛǘȅΩǎ 

Administration Building, 

35 South Paint Street in 

Historic Downtown 

Chillicothe. Our general 

offices hours are 7:30 a.m. 

to 4:30 p.m. Monday thru 

Friday.  Extended office 

hours & off-site services 

are scheduled as needed 

to accommodate work 

schedules of our City 

employees and to meet 

department objectives. 

mailto:tamra.lowe@chillicotheoh.gov
mailto:pamela.brown@chillicotheoh.gov
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Department Structure 
 

Total Staff:  Two (2) FTE Budgeted and Actual  

Both Human Resources positions are non-bargaining in the unclassified civil service and are 

appointed by the Mayor. 

! ǾŜǊȅ ƛƴǘŜƎǊŀƭ ǇŀǊǘ ƻŦ ǘƘŜ IǳƳŀƴ wŜǎƻǳǊŎŜǎ ǘŜŀƳ ƛǎ ǘƘŜ /ƛǘȅ !ǳŘƛǘƻǊΩǎ tŀȅǊƻƭƭ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǿƘƻ 

assist with the administration of employee benefits, processing new and separating employees 

and processes payroll for all City employees.  

 

 

 

The Human Resources Department provides HR support to Chillicothe Police, Fire, Utilities, 

Service, Parks & Recreation, City Auditor, Engineering, Law Director, Treasurer, Municipal Court, 

Transit and City Council and administers functions of the Civil Service Commission to the 

Chillicothe City School District for non-

certified/classified positions: Secretaries, 

Lunchroom 

Workers, Bus 

Operators and 

Custodians.  

 

 

 

 

 

 

 

 

 

City of Chillicothe Workforce  
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2017 

Workforce 

Composition 
 

Á 16 Elected Officials  

Á 233 Full Time Employees including 

Á 99 Police & Fire Dept. Employees 

Á 48 Classified and Non-Classified 

Á 56 Seasonal Employees  

Á 40 Part Time Employees 

2017 Personnel Actions 
¶ 19 Employment Separations 

¶ 10 Resignations 

¶ 8 Retirement 

¶ 1 Removal 

¶  28 New Hires 

¶ 9 Promotions 
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The Human Resources Department is responsible for employee risk management for the 
City of Chillicothe and we administer several programs designed to promote safety and 
protect City employees and property.  
 
Specific risk management programs include our ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ insurance 
program, transitional work program, plan of progressive discipline, EAP and Workplace 
Wellness program, accident analysis and drug & alcohol testing program. 
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²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ 
 
                                            

While we strive to provide a safe work 
environment through risk assessment, 
training, and providing personnel 
protective equipment for our employees, 
workplace accidents still happen.   
 
Our office works to the goal of minimizing 
and effectively managing our injury claims.  
Our office communicates with our Third-
Party Administrator, Managed Care 
Organization and health care providers on 
a daily basis to discuss treatment, referral 
recommendations and work status of 
injured employees and works with all 
departments to coordinate transitional (temporary light-duty) work assignments when injured 
employees are able to return to work with restrictions until they reach maximum medical 
improvement and are released from care.  
  
We participated in Vocational Rehabilitation to assist employees in receiving the occupational 
rehabilitative services needed to return to full-duty.  
 
Quarterly Claim Review Meetings were held in 2017 with our representatives from Tartan, 888-
OhioComp, Mayor & City Auditor to review, evaluate and manage claims and identify risks.  
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2017 Work-Related Injury Claims 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Department

Away from 

work   (days)

On the job 

transfer or 

restriction 

(days) Injuries by Dept

St Const No 27 Fire - 13

Fire No NA Police - 11

Fire No NA Refuse - 3

Fire No NA St. Const - 3

Transit No NA Transit - 1

Fire No 5 Summer/Utilities - 1

Fire 9 21

Fire 33 65

Fire No NA

Refuse No NA

Police No 20

Fire No NA

Fire No NA

Police No NA

Refuse No NA

Police No NA

Police 1 4

Police 15 NA

Utilities/Summer No NA

Police 122 NA

St Const No 11

Fire No 7

Fire No NA

St Const No 7

Police No NA

Police No 6

Police No NA

Police No NA

Refuse No 40

Fire No 12

Police No NA

Fire No NA

180 225
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Employee Safety Training  
 

In 2017, City of Chillicothe supervisors & department heads benefitted from important safety training 
conducted at no additional cost to the City by BWC and the Ross County Safety Council.  
 

TOPIC ATTENDEE 

On-Site Tech BWC Tech Support Tamra Lowe & Pam Brown  

Ergometric Tamra Lowe  

Developing Safety Teams  Tamra Lowe  

OSHA Recordkeeping Tamra Lowe & Pam Brown  

Accident   Analysis  Tamra Lowe  

Accident Analysis for Supervisors (2 sessions offered) All Supervisors & Dept. Heads  

Job Safety Analysis (2 sessions offered) Tamra Lowe  

Transitional Return-To-Work for Supervisors & Union 
 (2 sessions offered) 

All Supervisors & Dept. Heads 

Drugs Awareness/SHRM Tamra Lowe 

Drug Free Workplace Training (Multiple sessions offered) All Employees 

DFWP for Supervisors (Multiple sessions offered) All Supervisors & Dept. Heads 

Workplace Safety Communications/Safety Council  Mark Mathews 

Job Safety Analysis Supervisors & Safety Team Prospective Members 
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Safety 
Council  
 

                           

BWC's Division of Safety & 
Hygiene sponsors 82 safety 
councils across the state of 
Ohio. The Ross County Safety 
Council, a managed program of the Chillicothe-Ross Chamber of Commerce, provides the City of 
Chillicothe with ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ŜŀǊƴ ǿƻǊƪŜǊǎΩ compensation discounts in addition to a forum 
to examine and resolve occupation safety and health issuesΣ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ŀƴŘ Ǌƛǎƪ 
management education and information.  Monthly meetings and interactive workshops provide 
an opportunity to learn from the experts about health and safety issues facing businesses today. 
In addition, the Council is affiliated with the Bureau of WorkersΩ Compensation (BWC) Division of 
Safety and Hygiene, and has access to their safety resources. 

We attended and participated in 100% of the monthly Safety Council Meetings including the 
aŀȅƻǊ CŜŜƴŜȅΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ {ŀŦŜǘȅ /ƻǳƴŎƛƭΩǎ !ƴƴǳŀƭ /9h 9ǾŜƴǘ ŀƴŘ ƻǳǊ First Responders 
active participation as presenters in the άSafety Dayέ.  

For 2017, the City of Chillicothe once again met the Safety Council participation requirement and 

was eligible for a 2% premium rebate.  

Job Safety Analysis Training  
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Drug & Alcohol Testing 

 

¢ƘŜ IǳƳŀƴ wŜǎƻǳǊŎŜǎ 5ŜǇŀǊǘƳŜƴǘ ŀŘƳƛƴƛǎǘŜǊǎ ǘƘŜ /ƛǘȅΩǎ wŀƴŘƻƳ !ƭŎƻƘƻƭ ϧ 5ǊǳƎ ¢ŜǎǘƛƴƎ 

Program for Safety Sensitive and CDL positions as well as post-accident/post-injury, reasonable 

suspicion,  and pre-employment drug & alcohol screening for City employees.  

The City is committed to a Drug-Free Workplace for all departments in order to provide safe and 

effective services to all citizens. This was accomplished through a combination of training, drug 

testing and employee assistance programs for those few that needed special help with drug or 

alcohol abuse problems. EAP Services are available for employees through the Scioto Paint Valley 

Mental Health Center and through Beacon Health Option.  

In 2017, the City of Chillicothe re-applied for the BWC Drug-Free Workplace Safety Rebate 

Program and successfully completed all of the program requirements including:  Completion of 

Online Accident Analysis Training for all supervisors, Safety Management Self-Assessment, 

Annual Report, Safety Action Plan, Written Policy, Employee & Supervisor DFP Training, Drug & 

Alcohol Testing and providing Employee Assistance Programs (EAP) 
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Transitional Work Program 
Employers with a transitional work plan actively participate in the recovery and return to 
work of their employees. Injured employees can resume their work functions with minimal 
time off, and employers are better prepared to place an injured employee in a job or given 
work tasks consistent with any medical or physical restrictions. The cost benefits may include 
reducing compensation payments and lowering claims reserves. BWC offers an additional 
benefit for employers with a transitional work plan participating in the Destination 
Excellence: Transitional Work Bonus Program. 

Employers with an approved transitional work plan may receive a back-end bonus for using 
the plan to return injured workers back to work. The potential incentive is a 10-percent bonus 
for using an established transitional work program; applicable to claims with dates of injury 
within that bonus year of program participation. 

In 2017, every injured worker was able to participate in our Transitional Work Program by 
performing light-duty and transitional work assignments which reduced our loss-time claims 
and allowed the employees to contribute to the productivity of their departments and the 
City as a whole.  

BWC will calculate our employer's performance bonus based upon the percentage of claims 
eligible and successful participation in transitional work. The percentage will be multiplied by 
a percentage of our pure premium. The City may receive up to a 10-percent bonus as a result 
of our successful transitional work program. 


