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CHAPTER 1: INTRODUCTION

IMPORTANT NOTICE

The Board of County Commissioners reserves the right to alter, amend or revoke these policies
in its sole discretion at any time. Nothing in these policies limits or alters the statutory or
constitutional authority of future Commissioners to establish different policies or revoke or
amend these policies. To the extent practicable, Elected Officials will be afforded an opportunity
to review and comment on any proposed amendments to this Manual. This policy revokes and
supersedes all previous policies and procedures, handbooks, or memoranda.

Section 1: Purpose of the Manual

A. Sweetwater County is a political subdivision of the State of Wyoming, created in law by the
Wyoming legislature to provide for the local administration of state laws and statewide
governmental programs, and other functions as authorized by the Wyoming legislature. To
accomplish this, the legislature has delegated a portion of the sovereign powers of the State
to be executed by various elected officers, including: the County Clerk, the County Attorney,
the Board of County Commissioners, the County Treasurer, the County Coroner, the County
Sheriff, the County Assessor and the Clerk of District Court. The rights and responsibilities
of these offices are prescribed by the legislature. The general duties of the Board of County
Commissioners are described in W.S. 818-3-504. Specifically, W.S. §18-3-504 (v) grants the
Board broad authority to "represent the County, care for the County property and manage the
business and concerns of the County in all cases where no provision is made by law." With
few exceptions, the law fails to make provisions for management of the County's human
resources; yet, in a service organization, such as a County government, employees are one of
the most vital County resources. Furthermore, the costs for staffing County employees,
including the costs for hiring, salaries, benefits, training and travel comprise a significant and
ever-increasing portion of the County’s budget. For these reasons, the Board of County
Commissioners believes it is imperative to develop sound personnel policies and practices.

B. Tothatend, it is the express purpose of this Manual to define and communicate those
policies and procedures, which the Sweetwater County Board of County Commissioners has
enacted to facilitate legal, effective, and cost-efficient human resources management,
recognizing that the taxpayers of Sweetwater County and the State of Wyoming should
receive the maximum value for their tax dollars.

C. Itis not the intent of this Manual to in any way usurp the lawful authority of any other
Elected Official; rather, the intent is to communicate to County employees the policies,
which are within the scope of the County Commissioners’ authority to implement.

D. We value the employees of Sweetwater County and encourage them to make productive
suggestions. We want you to succeed at your job.
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E. This Employee Manual, inclusive of the Acknowledgement Form and all attachments, sets
forth the general administrative policies, goals, and benefits that apply to employees of
Sweetwater County and replaces and supersedes all prior policy Manuals, policy resolutions,
whether written or oral.

F. You should use this Manual as a reference as you pursue your career with Sweetwater
County. While this Manual does not include all of the guidelines or operating rules, it can
still be used and applied as a general guide. This Manual will be updated from time to time
and may be unilaterally amended by the Sweetwater County Commission at any time. When
there is a change in a policy the Human Resources Department will update this Manual as
soon as practicable and communicate changes to employees via their Elected Official or
Department Head. Please discuss with your supervisor any questions you may have about
this Manual or about your employment with Sweetwater County.

Section 2: Defined Terms

A. “Board” — The Sweetwater County Board of County Commissioners.

B. “Sweetwater County” or “the County” — As used in this Manual may refer to the
geographical area within the boundaries of Sweetwater County, or to the government of
Sweetwater County.

C. “Elected Official” — A person lawfully holding the position of County Sheriff, County
Assessor, County Attorney, County Coroner, County Treasurer, County Clerk, Clerk of
District Court or County Commissioner, in accordance with W.S. § 18-3-101 through 18-3-
907.

D. “Contract Employee” — A person who has entered into a written employment contract with
Sweetwater County to perform certain services for Sweetwater County for a period of time.
The provisions of this Manual do not apply to Contract Employees, unless otherwise
provided in the employee contract.

E. “Chief Deputy” — Includes those persons holding the title of Chief Deputy or Undersheriff,
and other persons appointed by an Elected Official to perform certain assigned duties as a
lead supervisor, or as the primary person who assumes the duties of the Elected Official, in
the Elected Official’s absence.

F. “Department Head” — A person employed or appointed by the Sweetwater County Board of
County Commissioners to supervise a department whose functions are within the exclusive
purview of the Sweetwater County Board of County Commissioners. This definition
includes, by way of example, the Human Resources Department and the Engineering
Department.
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. “Supervisor” — Any employee who has been delegated supervisory duties by an Elected
Official, the Sweetwater County Board of County Commissioners, or a Department Head.

. “Regular Full-Time Employee” — Any person who is not an Elected Official, Chief Deputy,
Temporary Employee, Independent Contractor or Contract Employee who performs assigned
duties for compensation, and is regularly required to work at least forty (40) hours each
week, excepting authorized leave.

“Regular Part-Time Employee” — Any person who is not an Elected Official, Chief Deputy,
Temporary Employee, Independent Contractor or Contract Employee who performs assigned
duties for compensation, and is regularly required to work less than forty (40) hours a week.

“Temporary Employee” — Any person who is hired for a certain length of time to perform
specific duties. A temporary employee is not eligible to receive any benefits. This includes
seasonal employees, or employees who are hired for a limited period to address an increased
workload or an employee shortage.

. “Probationary Period Employee” — Any employee during the probationary period, which is
typically six (6) months of employment, is considered a Probationary Period Employee and is
therefore employed at-will. During the probationary period, employment may be terminated
at any time by either the County or the employee for any reason or for no reason at all, with
or without notice. Elected Officials and/or Department Heads may extend this period of
probation up to one (1) year to allow more time for employees to become acquainted with a
job, as a result of absence or for unacceptable job performance.

. “Immediate Family” — Shall be as defined within the context of specific policies under this
Manual.

. “Independent Contractor” — A person or entity, as defined by the Fair Labor Standards Act
(FLSA), providing products or services to Sweetwater County pursuant to a specific
agreement where the contract identifies the services to be performed and the contractor is
responsible to exercise independent judgment in meeting the contract terms. Independent
Contractors are not employees under the terms of these policies and derive no rights from
these policies. Independent contractors are responsible for payment of any applicable payroll
or other taxes.

. “Handbook, Manual, Guide” — These are interchangeable terms which describe this
document in its entirety.

. “Employee” — Is a person who is a Regular Full-Time Employee, Regular Part-Time
Employee or Temporary Employee, if he or she has been hired by an Elected Official or the
Sweetwater County Board of County Commissioners to perform assigned duties for
compensation. This definition does not include Contract Employees, Independent
Contractors or volunteers.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 3 of 4



SWEETWATE

C+O*UN-T*Y

CHAPTER 1: INTRODUCTION

“At-Will Employee” — Refers to an employee whose employment with the County can be
terminated either with or without cause. At-will employees include probationary employees
and those employees who have received notice of their at-will status, upon hiring.

“Exempt Employee” — Is an employee whose position with Sweetwater County has been
determined by Human Resources to be exempt from, or not covered by the minimum wage
and overtime provisions of the Fair Labor Standards Act (FLSA).

“Nonexempt Employee” — Is an employee whose position with Sweetwater County has been
determined by Human Resources to be subject to the minimum wage and overtime
provisions of the Fair Labor Standards Act (FLSA).

“Confidential Information” — Is information prohibited from being disclosed pursuant to the
Wyoming Public Records Act, W.S. 8§ 16-4-201 et. seq., or other provisions in Wyoming
law.

Section 3: Policy Adoption, Filing and Dissemination

A.

The Sweetwater County Board of County Commissioners has exclusive authority to adopt
this Manual and any amendments hereto. To the extent practicable, Elected Officials will be
afforded an opportunity to review and comment on any proposed amendments to this
Manual. This policy revokes and supersedes all previous policies and procedures, handbooks,
or memoranda.

The official copy of this Manual and all amendments will remain on file with the Sweetwater
County Clerk.

Dissemination of the Manual and any amendments shall be the responsibility of the Human
Resources Department. Supervisors shall be responsible for ensuring that all employees
within the supervisor’s respective area of responsibility have received the Manual and all
amendments. However, it will be the sole responsibility of each employee to read and
understand the provisions of this Manual and all amendments hereto.
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Section 1: Equal Opportunity Statement

A. Sweetwater County is an equal opportunity employer and does not discriminate against
employees or job applicants on the basis of race, religion, color, sex, age, national origin,
mental or physical disability, veteran or family status, or any other status or condition
protected by applicable federal, state, or local laws, except where a bona fide occupational
qualification applies.

B. This policy extends to all aspects of the employment relationship including, for example:
recruiting, interviewing, hiring, job assignments, training, compensation, benefits, discipline,
use of facilities, participation in Sweetwater County-sponsored activities, termination, and all
other terms, conditions, and privileges of employment.

Section 2: Nepotism Policy

A. Elected Officials are prohibited from advocating or causing the employment, appointment,
promotion, transfer or advancement of a family member to an office or position of the
County. In addition, Elected Officials are prohibited from supervising or managing a family
member who is in an office of the County (See W.S. § 9-13-102 (a) (xiv) and W.S. § 9-13-
104).

B. No Elected Official, acting in his or her official capacity, shall participate in his or her
official responsibility or capacity regarding a matter related to the employment or discipline
of a family member (See W.S. § 9-13-102 (a) (v)).

C. A member of an employee’s immediate family will be considered for employment by the
County, if the applicant possesses all of the qualifications for the position. However, the
applicant’s relationship to a current County employee shall not be a factor in the process of
recruitment or selection, except as follows:

1. Animmediate family member shall not be hired, if the employment would:

a. Create either a direct or indirect supervisor/subordinate relationship with an
immediate family member; or

b. Create an actual conflict of interest or the appearance of a conflict of interest.

2. These criteria shall also apply when assigning, transferring, or promoting an
employee. For the purposes of this section, “immediate family member” includes
the employee’s spouse, siblings, parents, children, stepchildren, father-in-law,
mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law and any
other members of the employee’s household.

3. Employees who marry or become members of the same household may continue
employment, subject to the requirements that there is not:
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a. A direct or indirect supervisor/subordinate relationship with an immediate family
member; or

b. An actual conflict of interest or the appearance of a conflict of interest.

4. Should one of the situations referenced in Paragraph 3 (above) exist, the Elected
Official or the Department Head shall attempt to find a suitable position within the
County to which one of the affected employees may transfer. If accommodations of this
nature are not feasible in the opinion of the Department Head or the Elected Official,
the employees must decide among themselves which one will submit his or her
resignation. If the employees cannot decide which one of them will resign, the Board or
appointing Elected Official shall make the final decision.

Section 3: Authority to Hire/Appoint

A. W.S. § 18-3-107(e) and W.S. §18-3-602(b) requires Elected Officials to obtain consent from
the Board to appoint deputies and assistants to assist the Elected Official in the performance
of his or her duties. This consent may be provided by the Board’s adoption of a document, in
conjunction with the annual budget, which provides a list of the positions that are requested
to be filled by the various Elected Officials. The Board may adopt other procedures for
providing consent.

1. The Board may withdraw consent during periods of economic uncertainty or revenue
shortfalls or for other reasons, including any condition which requires layoffs or a hiring
freeze.

2. After approval of the budget, the Board may also withdraw consent when the
circumstances change to the degree that the position, which was previously funded, is no
longer necessary.

B. Upon consent from the Board to restaff a vacant position, an Elected Official may appoint a
staff replacement, in accordance with County procedures and applicable state law.

C. When needing additional staffing, that has not been authorized by the Board, in the office of
the County Sheriff, County Assessor, County Attorney, County Coroner, County Treasurer,
County Clerk or Clerk of District Court the requesting Elected Official shall obtain the
consent of the Board prior to recruiting, extending offers of employment or otherwise
staffing positions within his or her respective offices (See W.S. § 18-3-107 (e), W.S. § 18-3-
602(b)).

1. A budget amendment may be required to properly fund any authorized additional
staffing, if the current departmental budget does not have sufficient funding for the
requested staffing.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 2 of 6



SWEETWATE

C+O*UN-T*Y

CHAPTER 2: HIRING PRACTICES

D. To fill a vacancy or to request additional staffing, the requesting Elected Official should
notify the Human Resources Department. The Human Resources Department, in cooperation
with the requesting Elected Official, will begin the recruitment process.

E. The County Coroner may appoint Deputy Coroners, who shall serve in the absence or
inability of the coroner and who shall receive compensation as the Board determines by
resolution (See W.S. § 7-4-102).

F. W.S. 818-3-107 (g) provides the Board of County Commissioners authority to hire staff as
follows; “(g) The board of county commissioners of the respective counties may appoint one
(1) or more assistants or staff positions, whose salary shall be established by the board of
county commissioners, as may be necessary to properly administer the affairs of the board of
county commissioners. Persons appointed to an assistant or staff position shall not perform
any duties statutorily delegated to any other county elected official.”

The Sweetwater County Board of County Commissioner hereby delegates to Department
Heads authority to hire subordinate staff in their respective departments; subject to the
following;

1. The Department Head shall first obtain consent as otherwise provided in this section.

2. All hiring follows County hiring policies and procedures and has the approval of the
Human Resources Director.

3. The Board reserves the right to revoke such delegation at any time.
4. The Board has final hiring authority with respect to all Department Heads.

G. Department Heads experiencing a vacancy in their departments may staff such vacancies
provided that the Board has provided consent to filling said vacancy by approving the
Request to Restaff VVacant Position Form completed and submitted to the Board by the
Human Resources Department, or otherwise by Board action. The Board may adopt other
procedures for providing

1. The Board may withdraw consent during periods of economic uncertainty or revenue
shortfalls, or for other reasons, including any condition that requires layoffs or a hiring
freeze.

2. After approval of the budget, the Board may also withdraw consent when the
circumstances change to the degree that the position, which was previously funded, is
no longer necessary.

3. To request additional staffing, the requesting Department Head shall notify the Human
Resources Department. The Human Resources Department shall review in a timely
manner, the request and forward its recommendation to the Board for consideration.
The Board shall review the application and any staff recommendations and approve or
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deny filling the position. If approved by the Board, the Human Resources Department,
in cooperation with the requesting Department Head, will begin the recruitment
process.

Section 4: Recruitment

A. In support of the County’s equal employment opportunity obligation, the County shall staff
vacancies with those applicants most qualified and capable of performing the essential duties
of the vacant position, with or without reasonable accommodation.

B. At no time, should any representation or promise be made to a job applicant during the
recruitment or hiring process that the applicant has permanent or guaranteed employment. No
document should be referred to as a “contract” or “agreement,” unless an actual written
agreement has been properly executed.

C. The Human Resources Department shall receive, log, review and maintain all applications.

D. Department Heads or Elected Officials who have obtained proper consent to hire employees
should consult with the Human Resources Department to develop fair, lawful and effective
recruitment, interview and selection procedures. The Americans with Disabilities Act (ADA)
and other federal provisions that prohibit discrimination must be complied with during all
stages of the hiring process.

E. The Elected Official, Department Head and the Human Resources Department will determine
the most effective recruitment plan, including advertising in one or more of the following:

1. Internal County Postings

2. Newspapers

3. Wyoming Job Service

4. Radio

5. Internet, County’s website, e-mail

6. Specialized Publications and Professional Journals

7. Any other method that may enhance the number of candidates applying for the position
F. The obligation to advertise vacancies in Paragraph E may not apply to vacancies in which

there are qualified employees who are eligible for transfer, or qualified former employees

who were laid off and eligible and available for recall.

Section 5: Applicant Evaluation
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A. When an applicant submits an application, the applicant is certifying the accuracy and
truthfulness of the information submitted and it is understood that any material
misrepresentation or misstatement may be cause to disqualify the applicant, or if it is not
discovered until after the applicant has been employed, the employee may be disciplined in
an appropriate fashion, including immediate dismissal.

B. The County may employ several methods to evaluate applicants to determine qualifications
for employment, depending on the nature of the position vacated. Such methods may include
written and oral examinations, interviews, background checks, references, results of
polygraph examinations, psychological examinations, physical examinations and other
examinations to determine fitness for duty. The testing and selection procedures must be
properly tailored to the position, and comply with all applicable laws, particularly for
polygraph, psychological and physical examinations.

C. All materials documenting the evaluation process shall be filed and retained in accordance
with applicable federal and state retention laws.

D. If the background check, the medical examination or any other subsequent investigation
discloses any material misrepresentation on the application form, or if there is other
information indicating that the individual is not suited for employment with the County, the
applicant will be refused employment or, if already employed, may be terminated.

Section 6: Employment Offer

A. Once the final decision has been made by the Board, Department Head, or the Elected
Official, the Elected Official or Department Head shall inform the Human Resources
Department of the selection. The Human Resources Department will assist the Department
Head or Elected Official in preparing either a conditional offer of employment or an offer of
employment/appointment.

B. Background Checks: Prior to employment, an applicant may be required to submit to one or
more of the following means to verify and evaluate identity, work experience, and the
existence of a criminal record:

1. Photographs
2. Polygraph examination (only if in compliance with law)
3. Reference Check

4. Verification of Transcripts

5. Motor Vehicle Record Check (MVR)
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6. Criminal Background check and the submission of fingerprints to the Division of
Criminal Investigation, or in some instances where there may be questions about an
applicant, a query may be made with the National Crime Information Center (NCIC).

Section 7: Post-Offer Medical Testing

A. Post-Offer Medical Testing: Applicants to whom a conditional offer of employment has been
extended may be required to submit to medical tests or procedures, or examination when the
Human Resources Department determines that these are necessary to comply with the
existing legal requirements.

B. Drug and Alcohol Testing: Certain applicants who aspire to occupy positions with the
County that are “safety sensitive” may be required to submit to tests for alcohol or controlled
substances, depending on the particular position.

C. Cost of Examination(s): Medical examinations required by the County will be paid by the
County and will be performed by an approved physician or licensed medical facility
designated or approved by the Human Resources Department. The results of medical
examinations which have been paid by the County are the property of the County, and the
examination records, including any results, are deemed confidential and shall be kept in a
separate medical file.

Section 8: Recruitment and Relocation Expenses

A. Recruitment: All reasonable expenses incurred by applicants applying for employment in
positions which are difficult to staff, including certain professional, supervisory, or other
positions requiring specialized expertise, and invited to the County for the selection process
may be reimbursed for their travel, lodging and meals. All expenses must first be approved
by Human Resources Department.

B. Relocation: Relocation expenses may be paid to those employees who have been hired to fill
difficult to staff positions in the County. The Human Resources Department must review all
requests for relocation expenses, and the associated vouchers and receipts, and if approved,
relocation expenses may be paid.
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Section 1: Employee Classifications

A. In order to determine eligibility for benefits and overtime status and to ensure compliance
with federal and state laws and regulations, Sweetwater County classifies its employees as
shown below. Sweetwater County may review or change employee classifications at any
time.

1. Elected Official: These positions are elected in accordance with Wyoming Law and are
not covered by the Fair Labor Standards Act (FLSA) and their compensation and other
conditions of their respective offices are generally provided for in W.S.§ 18-3-101 et.
Seq.

a. County Commissioner
b. County Attorney

c. County Sheriff

d. County Clerk

e. County Treasurer

f. County Assessor

g. Clerk of District Court
h. County Coroner

2. Department Head: These exempt positions manage specific departments and report
directly to the Sweetwater County Board of County Commissioners.

3. Exempt: Exempt employees are paid on a salary basis and are not eligible to receive
overtime pay.

4. Nonexempt: Nonexempt employees are paid on an hourly basis and are eligible to
receive overtime pay for overtime hours worked.

5. Regular, full-time: Employees who are not in a temporary status and work a minimum
of 40 hours weekly and maintain continuous employment status. Generally, these
employees are eligible for the full-time benefits package and are subject to the terms,
conditions, and limitations of each benefits program.

6. Regular, part-time: Employees who are not in a temporary status and who are regularly
scheduled to work less than 40 hours weekly but at least 20 hours weekly and who
maintain continuous employment status. Part-time employees are eligible for some of
the benefits offered by the County and are subject to the terms, conditions, and
limitations of each benefits program.

7. Seasonal, full-time: Employees who are hired as interim replacements to temporarily
supplement the workforce or to assist in the completion of a specific project, and who
are temporarily scheduled to work the company’s full-time schedule for a limited
duration. Employment beyond any initially stated period does not in any way imply a
change in employment status.
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B.

8. Seasonal, part-time: Employees who are hired as interim replacements to temporarily
supplement the workforce or to assist in the completion of a specific project and who
are temporarily scheduled to work less than 30 hours weekly for a limited duration.
Employment beyond any initially stated period does not in any way imply a change in
employment status.

In addition, the County may supplement the regular workforce, as needed, with other forms
of flexible staffing, including contract employees, independent contractors, temporary
employees, or individuals acquired through staffing agencies.

The County may use students and other applicants for flexible staffing purposes, as allowed
by law. The Human Resources Department will handle the assignment of students to special
full-time or part-time jobs that are part of training programs. Hiring of personnel under the
age of eighteen (18) must be approved through the Human Resources Department.

Status Change: An employee whose status changes from regular full-time to regular part-time
may use any days of paid absence or vacation accrued as a full-time employee. An employee
whose status changes from temporary or part-time to full-time will be considered as hired on
the date of the change of status for purposes of eligibility for paid absences and vacation.
Information concerning eligibility for other County benefits, such as the pension plan and/or
pay plan is available from the Human Resources Department. Regular full-time employees
who are given temporary transfers are not considered temporary employees unless their job
has been eliminated and only temporary employment is available. An employee who is
elected or appointed to an Elected Official position, shall be entitled to receive his or her
accrued sick leave and vacation leave, in accordance with Chapter 7, Benefits, upon
assuming the duties of the Elected Official. In addition, the employee will be paid his or her
accrued compensatory time at the employee’s rate of pay prior to his or her status change to
Elected Official.

Section 2: Promotions

A

It is the policy of Sweetwater County to offer employees promotions to higher-level positions
when appropriate. Promotions in the County in each department or specific area shall be
based upon merit. Promotion occurs when a regular full-time employee applies, qualifies,

and is selected to fill a position in a different classification at a higher pay grade than the
employee’s current pay grade.

An employee of the County will not be given any preference for the promotion, if outside
candidates are considered for the same position.

Position Vacancies: At the discretion of the Elected Official or Board, job openings and
promotions may be advertised internally and/or externally. When job openings or promotion
opportunities are posted:

1. Interested employees must initiate a written request to the Human Resources
Department prior to the cut-off date specified in the posting;
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2. Supervisors and Department Heads may initiate the procedure within the same time-
period and propose employees for the position.

Evaluation and Selection: Employee candidates for promotion will ordinarily be screened
and selected on the basis of attendance and work records, performance appraisals,
maintenance of effective working relationships, and other relevant job-related qualifications
including, in some instances, aptitude or achievement tests.

Section 3: Hours of Work, Overtime and Travel Time

A

According to W.S. § 27-5-101(a), "The period of employment of state and County employees
is eight (8) hours per day and forty (40) hours per week which constitutes a lawful day's and
week's work respectively.”" The Board has defined usual business hours as being 8:00 a.m. to
5:00 p.m. Monday through Friday, except County Holidays authorized by the Board. In
accordance with this, the Department Heads or Elected Officials shall establish the time and
duration of working hours as required by the workload, the needs associated with providing
efficient service to the public, the efficient management of human resources and any
applicable law related to conducting County business.

Normal Workweek: The standard workweek is from Sunday 12:00 a.m. until Saturday 11:59
p.m. and generally consists of 40 work hours. Office hours are 8:00 a.m. to 5:00 p.m., with a
one (1) hour lunch break. Individual work schedules may vary depending on the needs of
each department.

Meal Breaks: Meal Breaks shall be scheduled or otherwise determined by the Department
Head or Elected Official considering the operational needs of the department. If the
employee is completely relieved from duty for the purposes of eating regular meals and the
break is greater than fifteen minutes, then the meal break is not considered hours of work and
is thus unpaid. Employee on such breaks should clock-out when leaving for such break and
clock back in when returning from such break. If the employee cannot be completely relieved
from duty or if the duration of the break is less than 15 minutes, then the meal break is
considered paid work time.

Other Breaks: Breaks may be granted by the Department Head or Elected Official, at their
discretion to promote safety, efficiency or for other operational needs. If the employee is
completely relieved from duty for the purposes of a rest break and the break is greater than
fifteen minutes, then the rest break is not considered hours of work and is thus unpaid.
Employees on such breaks should clock-out when leaving for such breaks and clock back in
when returning from such break. If the employee cannot be completely relieved from duty
and/or if the duration of the break is less than 15 minutes, then the rest break is considered
paid work time.

1. Time Records: All nonexempt employees are required to complete accurate time
reports (paper or electronic) showing all time actually worked, as well as any unpaid or
paid leave used during the time reporting period. These records are required by
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governmental regulations and are used to calculate regular and overtime pay, as well as
compliance with various federal, state and organizational leave requirements. Exempt
personnel are not required to maintain hourly time records, but are required to complete
time records for the use of paid and unpaid leave. At the end of the pay period, the
employee and their supervisor must sign the time record attesting to its correctness
prior to 9:00 a.m. on the designated payroll-processing day. Supervisors should review
time reports weekly with employees and avoid waiting to the end of the pay period to
reconcile time worked and leave used. The following points should be considered in
filling out time records:

a. Any falsification of any time record is prohibited and may be grounds for
disciplinary action, up to and including termination; and,

b. Failure to provide time sheets, by the stated deadlines may result in a delay in an
employee receiving their pay or disciplinary action.

E. Paychecks: Sweetwater County’s pay period for all employees is monthly, as follows;

1. All time shall be entered and approved by employees and supervisors by 9:00 a.m. on
the first work day after the end of the monthly pay period (e.g., January 31, 2022 is a
Monday, so payroll for January would be processed on Tuesday, February 1, 2022)

2. Typically, paychecks will be deposited by direct deposit into the employee’s account on
the day following payroll processing (e.g., Payroll processing on Tuesday, February 1,
2022, Direct Deposit in employees account by the start of business on Wednesday,
February 2, 2022).

3. Employees should make their financial plans assuming paychecks will be received by
no later than the seventh day of the month.

F. Access to Personnel Files: Employee files are records of an employee’s employment with
Sweetwater, and as such, are County records maintained by the HR department and are
considered confidential. Access to a personnel file shall be in accordance with the Wyoming
Public Records Act W.S.8 16-4-203 (d)(iii). Managers and supervisors may only have access
to personnel file information on a need-to-know basis. Employees may inspect their own
personnel files and may copy them but may not remove documents from their file.
Inspections by employees must be requested in writing to the HR department and will be
scheduled at a mutually convenient time or as required under state law. Personnel files are to
be reviewed in the HR department. Representatives of government or law enforcement
agencies, in the course of their duties, may be allowed access to file information pursuant to
an appropriately executed release of information.

G. Employment of Relatives and Domestic Partners: Relatives and domestic partners may be
hired by the County if (1) the persons concerned will not work in a direct supervisory
relationship, and (2) the employment will not pose difficulties for supervision, security,
safety, or morale. For the purposes of this policy, “relatives” are defined as spouses, children,
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siblings, parents, or grandparents. A “domestic partnership” is generally defined as a
committed relationship between two individuals who are sharing a home or living
arrangements:

1. Current employees who marry each other or become involved in a domestic partnership
will be permitted to continue employment with the company provided they do not work
in a direct supervisory relationship with each other or otherwise pose difficulties as
mentioned above. If employees who marry or live together do work in a direct
supervisory relationship with each other, the company will attempt to reassign one of
the employees to another position for which the employee is qualified if such a position
is available. If no such position is available, the employees will be permitted to
determine which one of them will resign from the company.

H. Separation from Employment: In all cases of voluntary resignation (one initiated by the

J.

employee), employees are asked to provide a written notice to their supervisors at least 10
working days in advance of the last day of work. The 10 days must be actual working days.
Holidays and PTO will not be counted toward the 10-day notice. Employees who provide the
requested amount of notice will be considered to have resigned in good standing and
generally will be eligible for rehire.

1. In most cases, HR will conduct an exit meeting on or before the last day of employment
to collect all company property and to discuss final pay. If applicable, information
regarding benefits continuation through the Consolidated Omnibus Budget
Reconciliation Act (COBRA) will be sent to the employee’s home address.

2. Should it become necessary because of business conditions to reduce the number of
employees or work hours, this will be done at the discretion of the County.

Attendance for Training: If a Department Head or Elected Official requires a nonexempt
person to attend lectures, meetings, and training programs that are directly related to the
individual's job, the time involved will be considered hours of work, and therefore will be
compensated time. However, regardless of whether a program is directly related or unrelated
to his/her job, the time spent attending a course is not paid time if the nonexempt person
attends the course voluntarily, on his own initiative. Training time for certification that is
required by law for certain County occupations may or may not be paid time, at the
discretion of the Department Head or Elected Official.

Non-exempt personnel:

1. Overtime Work: Non-exempt employees are permitted to work overtime only when
expressly authorized by the appropriate authority. Any work in excess of 40 hours
during the workweek shall be compensated at a rate of time and one half as overtime,
except certain law enforcement and firefighter position which may be eligible for an
exemption under the Fair Labor Standards Act, as further described below.
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2. Overtime Compensation: When it is necessary for a Department Head or Elected
Official to require nonexempt employees (those employees who are subject to the
minimum wage and overtime provisions of the Fair Labor Standards Act) to work
overtime, the employee shall be paid for the overtime work, as described above or may
be permitted to accrue compensatory time if the department head or Elected Official
permits the accrual of such time, has an approved compensatory time policy in place
and the employee elects to receive compensatory time in lieu of overtime. However, in
no circumstance, shall an employee be permitted to accrue compensatory time in excess
of 240 hours.

a. Law Enforcement Personnel: Qualified law enforcement personnel shall be eligible
for overtime compensation at the rate of one and one-half (1.5) times their regular
hourly rate for work in excess of 168 hours in a 28-day work cycle. If the Sheriff
authorizes compensatory time, and the employee elects to receive compensatory
time in lieu of overtime, the employee may receive compensatory time in lieu of
paid overtime.

b. Fire Personnel: Fire protection personnel shall be paid overtime compensation at the
rate of one and one-half (1.5) times their regular hourly rate for work in excess of
two hundred and ten (210) hours actually worked in a twenty-eight (28) day cycle.

c. Non-exempt employees shall be paid at the rate of one and one-half (1.5) times their
normal hourly rate of pay for each one (1) hour worked in excess of 40 hours in any
one workweek; or

d. Non-exempt employees shall be given compensatory time off at the rate of one and
one half (1.5) hours of compensatory time off for each one (1) hour worked in
excess of 40 hours in any one workweek;

e. Notwithstanding paragraphs (b.) and (c) above, a non-exempt employee who is
required to report to work outside of the employee’s scheduled work hours (e.g.,
holiday, evenings, weekends) will be compensated at a rate of 1.5 times their
regular rate of pay, payable in either overtime or compensatory time, regardless
whether the employee will reach the applicable FLSA overtime hours threshold or
not.

3. Compensatory (Comp) Time Off: In accordance with the Fair Labor Standards Act, the
County may give nonexempt employees who are required to work overtime the choice
of receiving monetary compensation for overtime work or compensatory time off
(compensatory time) in lieu of monetary overtime compensation. No employee shall be
permitted to work and receive compensatory time in lieu of monetary overtime
compensation, unless the employee and Department Head/Elected Official have first
read and executed the Sweetwater County Compensatory Time Memorandum of
Understanding and submitted the executed MOU to the County Clerk’s Office.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 6 of 23



SWEETWATE

C+O*UN-T*Y

CHAPTER 3: EMPLOYMENT POLICIES

a. The FLSA sets the maximum accruals for compensatory time at two hundred forty
(240) hours. It is the responsibility of Elected Officials or Department Heads to
enforce this provision.

b. A nonexempt employee, who has reached the maximum compensatory time accrual
of two hundred forty (240) hours, will be paid for all overtime at the rate of time
and one half of his or her regular rate of pay for every hour that is worked in excess
of forty hours.

c. Atthe end of the fiscal year, in the discretion of the Board or Elected Official, all
nonexempt employees who have comp time remaining may be paid for their
accrued comp time, at the employee’s current hourly rate, thereby creating a zero
balance in compensatory time accruals at the beginning of the next fiscal year.

d. Anemployee may only use compensatory time after it is earned, not before.

e. Compensatory time which is used or paid during the previous 12 months in which it
is earned, will be included in the calculation of retirement benefits through the
Wyoming Retirement System. However, compensatory time which is paid out but
not earned in the previous 12 months of service, will not be used in the calculation
of retirement benefits.

K. Exempt Employees:

1. Overtime: Personnel employed in executive, administrative, professional, or certain
computer related positions are generally exempt from the minimum wage and overtime
provisions of the Fair Labor Standards Act. Exempt employees are expected to work
overtime as required by their supervisor, or as it is otherwise necessary to meet the
needs of their position. Exempt employees do not receive overtime compensation.
However, Department Heads or Elected Officials may, in their discretion, allow time
off for substantial overtime work necessitated by their jobs.

2. Deductions from Pay for Exempt Employees: Sweetwater County does not make
improper deductions from the salaries of exempt employees and complies with the
salary basis requirements of the Fair Labor Standards Act (FLSA). Employees
classified as exempt from the overtime pay requirements of the FLSA will be notified
of this classification at the time of hire or change in position.

3. Permitted Deductions: The FLSA limits the types of deductions that may be made from
the pay of an exempt employee. Deductions that are permitted include:

a. Deductions that are required by law, e.g., income taxes;

b. Deductions for employee benefits when authorized by the employee;
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c. Absence from work for 1 or more full days for personal reasons other than sickness
or disability;

d. Absence from work for 1 or more full days due to sickness or disability if the
deduction is made in accordance with a bona fide plan, policy, or practice of
providing compensation for salary lost due to illness;

e. Offset for amounts received as witness or jury fees or for military pay;

f.  Unpaid disciplinary suspensions of 1 or more full days imposed in good faith for
workplace conduct rule infractions; and

g. Any full workweek in which the employee does not perform any work.

h. During the week, an exempt employee begins work for the company or during the
last week of employment, the employee will only be paid for actual hours worked.
In addition, an employee may be paid only for hours worked during a period when
the employee is using unpaid leave under the Family and Medical Leave Act
(FMLA).

4. Improper Deductions: If an employee classified as exempt believes that an improper
deduction has been taken from the employee’s pay, the employee should immediately
report the deduction to the HR department. The report will be promptly investigated,
and if it is found that an improper deduction has been made, the company will
reimburse the employee for the improper deduction.

5. Time Sheets: Exempt employees are not required to fill out hourly time sheets but must
report any vacation or sick leave that is used.

L. Travel Time:

1. Paid Travel Time: Normal travel time from home to work is not work time, whether a
nonexempt employee works at a fixed location or at different job sites. Travel away
from home outside of regular working hours as a passenger on an airplane, train, boat,
bus, or automobile is not compensable, unless the employee is required to perform
work while traveling, as authorized by the County.

2. Paid Travel Time: Time spent by an employee in travel as part of the employee’s
workday, (e.g. from job site to job site), will be counted as hours worked. If a
nonexempt employee is required to perform County work while traveling, such time
spent traveling shall be considered hours worked. Employees will be compensated for
travel time, if during that travel time; they are operating a motor vehicle, even if such
operation occurs outside of normal work hours. Employees traveling as a passenger,
outside of normal work hours, shall also be paid for travel time.

Section 4: Medical Tests and Procedures
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A. Pre-employment Testing: Pre-employment testing may be required of applicants who have
applied for work which requires certain types of physical or psychological evaluation, subject
to the following;

1. Business Necessity: Medical tests may be required of applicants after a conditional
offer of employment has been made to determine their capability of performing the
essential functions of the job.

2. If pre-employment testing is required after a conditional offer of employment has been
tendered, such testing must be required of all applicants for that position or other
positions with similar duties.

3. No medical tests shall be administered until the need for such testing and the testing
procedures have been approved by the Human Resources Office for compliance with
the Americans with Disabilities Act (ADA), Health Insurance Portability and
Accountability Act (HIPAA) and other applicable State and Federal law.

B. Post-employment Testing: The County may require employees to submit to medical tests as
follows:

1. To comply with federal regulations requiring post-accident, random, and reasonable
suspicion cause drug and/or alcohol tests. (See Chapter 5, Section 7)

2. Reasonable Suspicion: An employee may be required to submit to a drug or alcohol
test when the County finds that there is reasonable suspicion to believe that the
employee may be impaired by drugs or alcohol. (See Chapter 5, Section 7)

3. Drug and Alcohol Testing Program: An employee may be required to submit to a post-
employment drug or alcohol test pursuant to a drug or alcohol program, which has been
approved by the Human Resources Department. (See Chapter 5, Section 7)

4. Other Occasions for Medical Testing: Employees may be required to have a medical
examination on other occasions when the examination is job-related and consistent with
business necessity. For example, a medical examination may be required when an
employee is exposed to toxic or unhealthful conditions, requests an accommodation for
a disability, or has a questionable ability to perform current job duties or the duties of
the job for which the employee is being considered.

C. Cost of Medical Tests: Medical examinations required by the County will be paid for by the
County and will be performed by a physician or licensed medical facility designated or
approved by the County.

D. Medical Examination Records: Medical examinations paid for by the County are the
property of the County, and the examination records will be treated as confidential and kept
in separate medical files, or by other means which are compliant with HIPAA regulations.
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However, records of specific examinations, if required by law or regulation, will be made
available to the employee, persons designated and authorized by the employee, public
agencies, relevant insurance companies, or the employee’s doctor, as permitted by law.

Use of Prescription or Nonprescription Legal Drugs: Employees should report to work fit
for duty and free of any adverse effects of illegal drugs or alcohol. This policy does not
prohibit employees from the lawful use and possession of prescribed medications. Employees
must, however, consult with their doctors about the medications' effect on their fitness for
duty and ability to work safely, and they must promptly disclose any work restrictions to
their supervisor. Depending on the circumstances, employees may be reassigned, prohibited
from performing certain tasks, or prohibited from working if they are determined to be
unable to perform their jobs safely and properly while taking the prescription or
nonprescription legal drugs. (See also Controlled Substances and Alcohol, Chapter 5)

Medical Certification: The County reserves the right to require acceptable confirmation of
the nature and extent of any illness or injury that requires an employee to be absent from
scheduled work (See Chapter 8, Absence from Work). The County also may require a second
and, if necessary, third medical opinion regarding an employee’s absence because of illness
or injury. The County will pay for any required additional opinions.

1. Employees returning from a disability leave or an absence caused by health problems
may be required to provide a doctor’s certification of their ability to perform their
regular work satisfactorily without endangering themselves or their fellow employees
(See Chapter 8, Absence from Work).

Reporting Requirements: Employees who suffer any work-related injury or illness, no
matter how minor, must report the illness or injury immediately to their supervisors.
Supervisors will arrange referral for examination, treatment, and recording of the incident as
necessary. Time spent by an employee in waiting for and receiving this medical attention will
be considered hours worked for pay purposes. For additional information on reporting
Workers” Compensation Claims see Chapter 8, Absence from Work.

Section 5: Serious Diseases

A.

It is the policy of Sweetwater County that employees with infections, long-term, life
threatening, or other serious diseases may work as long as they are able to perform the duties
of their job without undue risk to their own health or that of other employees, or members of
the public.

Definition: Serious diseases for the purposes of this policy include, but are not limited to
cancer, heart disease, major depression, multiple sclerosis, hepatitis, tuberculosis, human
immunodeficiency virus (“HIV”), and acquired immune deficiency syndrome (“*AIDS”)

Education Programs: The County will support, where feasible and practical, educational
programs to enhance employee awareness and understanding of serious diseases.
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D. Request for Accommodation: Employees who are afflicted with a serious disease that
affects their ability to perform assigned duties will be treated like other employees who have
disabilities which may limit their job performance. The County will comply with the
Americans with Disabilities Act (ADA), when applicable.

1. Employees who are diagnosed as having a serious disease and who want an
accommaodation should inform their supervisor or the Human Resources Department of
their condition as soon as possible. The Elected Official, Department Head and the
Human Resources Department should review with the employee the County policies on
issues such as employees assistance, leaves and disability, infection control, requesting
and granting accommodations, the County’s continuing expectation regarding the
employee’s performance and attendance, and available benefits.

2. Employees who have serious disease and who want an accommodation should provide
the Human Resources Department with any pertinent medical information needed to
make decisions regarding job assignments, ability to continue working, or ability to
return to work. The County also may require a doctor’s certification of an employee’s
ability to perform job duties. In addition, the County may request that an employee
undergo a medical examination for purposes of determining whether the employee can
safely return to work, or to determine the nature of disability and appropriate
accommodations where accommodation has been requested.

E. Confidentiality of Information: The County will comply with the HIPAA in maintaining the
confidentiality of all medical records of employees with serious diseases, unless disclosure is
required by law.

F. Safety Compliance Responsibility: The County will comply with applicable occupational
safety regulations concerning employees exposed to blood or other potentially infectious
materials. Universal precautions, engineering and work practice controls, and personal
protective equipment shall be used where appropriate to limit the spread of diseases in the
workplace.

G. Employee Responsibility: Employees concerned about being infected with a serious disease
by a coworker, customer, or other person should convey this concern to their supervisor or
the Human Resources Department. Employees who refuse to work with or perform services
for a person known or suspected to have a serious disease, without first discussing their
concern with a supervisor, will be subject to discipline, up to and including termination. In
addition, where there is little or no evidence or risk of infection to the concerned employee,
the employee’s continued refusal may result in discipline, up to and including termination.

Section 6: Infectious Disease Control

A. From time to time, the public and employees in Sweetwater County will be confronted with
the threat of contagious and sometimes deadly disease/s. The County will take proactive
measures to protect the workplace in the event of an infectious disease outbreak. In such
circumstances, the County will consult and rely upon information obtained from authoritative
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and reliable sources, such as the County and State Health Officers, the Centers for Disease
Control (CDC) and other professional sources of guidance. In these circumstances, the
County will strive to balance the need for public services against the risk of disease exposure
to those providing the service and to those receiving services, with safety being paramount.
To accomplish this, Sweetwater County has developed the following policies, practices and
procedures to address employee safety, building closures and other important considerations.

. Sweetwater County will ensure a clean workplace, including the regular cleaning of objects
and areas frequently used, such as the bathrooms, break rooms, door handles and railings.

. To prevent disease spread in the workplace and at home, Sweetwater County asks all
employees to cooperate in taking steps to reduce the transmission of infectious disease in the
workplace. The best strategy remains the most obvious;

1. Frequent hand washing with warm soapy water for at least 20 seconds.
2. Cover your mouth whenever you sneeze or cough.
3. Discard used tissue in the wastebasket.

4. In the event hand washing is not possible or practical, the use of alcohol-based hand
sanitizer may be appropriate. Please contact your supervisor if such is needed in your
work area/s.

. Limiting Travel: The Board may issues orders that all nonessential travel should be avoided
until further notice. Employees who travel as an essential part of their job should consult with
their supervisor on appropriate actions. Business travel outside of the United States may not
be authorized until further notice.

1. Employees should avoid crowded public transportation when possible. Alternative
scheduling options, ride-sharing resources and/or parking assistance may be provided
on a case-by-case basis. Contact Human Resources for more information.

. Temperature Screening: For certain infectious diseases, the Board may order temperature
screening as an appropriate technique to control the spread of an infectious disease. If such
order is made, all employees will have their temperature taken upon reporting to work.
Employees should report to an assigned location upon arrival at work and prior to entering
any other work areas.

1. Each employee will be screened privately using a touchless forehead/ temporal artery
thermometer. The employee's temperature will be documented, and the record will be
maintained as a private medical record. An employee who has a fever at or above 100
degrees Fahrenheit will be sent home.

2. Time spent waiting for the health screening should be recorded as time worked for
nonexempt employees.
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. Telecommuting: Telework request shall be handled on a case-by-case basis. While not all
positions will be eligible, all requests for temporary telecommuting should be submitted to
your department manager for consideration.

. Staying Home When Ill: During an infectious disease outbreak, it is critical that employees
do not report to work while they are ill and/or experiencing the following symptoms;
Fever

Cough

Sore Throat

Runny or stuffy nose

Body aches

Headache

Chills

Fatigue

Currently, the CDC recommends that people with an infectious illness such as the flu
remain at home until at least 24 hours after they are free of fever (100 degrees F. or
38.8 degrees C) or signs of a fever without the use of fever reducing medications.
Employee’s should consult their health care provider and follow all medical
recommendations, regarding their fitness for duty or ability to return to work without
risk of spreading the disease or illness.

©COoONOA~WNE

. Requests for Medical Information and/or Documentation: If you are out sick or show
symptoms of being ill, it may become necessary to request information from you and/or your
health care provider. In general, we would request medical information to confirm your need
to be absent, to know whether and how an absence relates to the infection, and to know that it
is appropriate for you to return to work. As always, we expect and appreciate your
cooperation, if and when, medical information is sought.

Attendance and Leave for Infectious Diseases: Unless otherwise notified, our normal
attendance and leave policies will remain in place. Individuals who believe they may face
particular challenges reporting to work during an infectious disease outbreak should take
steps to develop any necessary contingency plans. For example, employees might want to
arrange for alternative sources of childcare should schools close and/or speak with
supervisors about the potential to work from home temporarily or on an alternative work
schedule.

Confidentiality of Medical Information and/or Documentation: Our policy is to treat any
medical information as a confidential medical record. In furtherance of this policy, any
disclosure of medical information is in limited circumstances with supervisors, managers,
first aid and safety personnel and government officials as required by law.

. Social Distancing: In the event of an infectious disease outbreak, Sweetwater County may
implement these social distancing guidelines to minimize the spread of the disease among the
staff. During the workday, employees are requested to; during the workday, employees are
requested to:
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1. Avoid meeting people face-to-face. Employees are encouraged to use the telephone,
online conferencing, e-mail or instant messaging to conduct business as much as
possible, even when participants are in the same building.

2. If a face-to-face meeting is unavoidable, minimize the meeting time, choose a large
meeting room and sit at least one yard from each other if possible; avoid person-to-
person contact such as shaking hands.

3. Avoid any unnecessary travel and cancel or postpone nonessential meetings,
gatherings, workshops and training sessions.

4. Do not congregate in workrooms, pantries, copier rooms or other areas where people
socialize.

5. Bring lunch and eat at your desk or away from others (avoid lunchrooms and crowded
restaurants).

6. Encourage members and others to request information and orders via phone and e-mail
in order to minimize person-to-person contact. Have the orders, materials and
information ready for fast pick-up or delivery.

7. Avoid public transportation (walk, cycle, drive a car) or go early or late to avoid rush-
hour crowding on public transportation.

8. Awvoid recreational or other leisure classes, meetings, activities, etc., where employees
might come into contact with contagious people.

Section 7: Travel and Car Pool Use Policy

A. ltis Sweetwater County’s policy that business travel must be approved in advance and shall
be engaged in and reimbursed according to the guidelines below. Examples of expenses
normally paid or reimbursed include transportation, meals, lodging, and limited incidental
expenses.

B. Travel: All travel for County business shall be coordinated through Central Purchasing, by
submitting a requisition through the Munis system and attaching relative documents in TCM

1. Anemployee’s Department Head or Elected Official must approve all employee travel
in advance before Central Purchasing will process a travel request. Traveling
employees should provide their department head or elected official with a copy of their
itinerary before leaving on business travel.

a. Airline, Rental Cars and Hotel Reservations: The Purchasing Department maintains
an approved list of contracts and preferred vendors. Vendors on this list will be
utilized first. A request to utilize a vendor not on the approved list shall include the
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Elected Official’s or Department Head’s approval along with contract information
of said vendor submitted to the Purchasing Department.

Any travel expenses considered unreasonable under the circumstances will not be paid
or reimbursed and are the employee’s personal responsibility. In addition, employees
will not be reimbursed for the travel expenses of their spouses or any other
accompanying companion. The Purchasing Office will only make reservation for
County Employees Only and those reservations for flight will be from County to
conference location and return. No special travel arrangements for personal time after
or before conference is the responsibility of the Purchasing Office.

Expenses for approved travel will be paid or reimbursed when reasonable, and properly
documented and approved.

Employees traveling on County business are representatives of the County and are
expected to maintain a high level of professionalism and to follow all of the County’s
policies.

Airline Travel: Employee’s shall make all travel arrangements through the Purchasing
Department. The Purchasing Office will only make reservation for County Employees
Only and those reservations for flight will be from County to conference location and
return. No special travel arrangements for personal time after or before conference is
the responsibility of the Purchasing Office.

County Vehicle: Employees who drive a County vehicle may claim reimbursement for
gasoline (if gas card fails) and other expenses directly incurred for business purposes.

a. County employees, board members and some volunteers are authorized to operate
County vehicles, as described herein.

b. Employees shall check with Central Purchasing for County pool car availability
before using their own vehicle for travel.

c. County car pool vehicles will be available in the order that the reservation is
received. To reserve a County pool car, employees must complete a Car Pool
request form located on the County’s Web Page under Purchasing.

d. Car Pool reservations are on a first come first serve basis.

e. Employee to whom the vehicle is issued is responsible for returning the vehicle in
the same condition the vehicle was received, excepting ordinary wear and tear.
Employee is responsible for the vehicle and is responsible for notifying the
Purchasing Office if vehicle problems are encountered while traveling or if the
vehicle is damaged.
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f.  Only authorized personnel of the County, referenced under 6(a) above may drive a
County vehicle and all policies with regard to vehicle use must apply. Additionally,
non-County employees may be passengers in a County vehicle, only if in
performance of County business, as determined by Department Head or Elected
Official. County vehicles shall be used for county business only and if traveling the
vehicle cannot be used for personal endeavors while on business travel.

g. Employees who use a County vehicle for travel are subject to the provisions under
Chapter, 3 Section 7. Vehicle Use.

7. Personal Vehicle: Employees who use their personal vehicles for approved business
purposes will receive a mileage allowance at a rate approved by the Board of County
Commissioners and on file in the County Clerk’s Office. This allowance is to
compensate for the cost of gasoline, oil, depreciation, and insurance. Mileage is paid for
point to point map mileage. All mileage at or within an employee’s destination must be
itemized on a County voucher to be reimbursed. If mileage is claimed, no additional
transportation expenses will be allowed. Mileage will not be paid for travel between
work and home. The County will not reimburse for fuel consumed during travel time
in which an employee is using his own vehicle. Nor can an employee use a County
issued credit or gas card to purchase gas in a personal vehicle.

8. Travel Time for Nonexempt Personnel: Time spent by nonexempt personnel (those
covered by the minimum wage and overtime requirements of the Fair Labor Standards
Act) in traveling away from home on County business during normal working hours is
considered hours worked for pay purposes. For additional information regarding
compensation during travel time, SEE Ch. 3, Employment Policies; Section 3. Hours of
Work, Overtime and Travel Time.

9. Double Travel Reimbursement Prohibited: Double travel expense payments to County
employees are prohibited. When eligible to receive travel compensation from a non-
county source, County employees should utilize those resources first before applying
for travel reimbursement from the County. Employees may be entitled to
reimbursement from the County for the non-reimbursed portion of total expenses within
the limits of this policy. Any such claim must be fully itemized as a regular travel
expense claim showing that part of expenses reimbursed, by what source, and showing
the net amount being claimed as not subject to reimbursement from the other source.

C. Meals & Incidental Expenses (M&IE): County employees may be reimbursed up to a
maximum daily rate, in accordance with this policy.

1. M&IE Maximum Daily Rate: Meals and incidental expenses will be reimbursed at a
maximum rate, set by the County Commissioners. The maximum daily rate is set at
$60.00, subject to change. However, this M&IE daily rate may be increased, to address
local market conditions, in which meals are more expensive. Any adjustment in the
daily rate must be approved by the employee’s Department Head or Elected Official.
The maximum rate will be updated periodically.
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2. The M&IE rate will cover meals and incidental expenses. Incidental expenses may
include meal gratuities and the cost of snacks, drinks (non-alcoholic) and other
refreshments purchased outside of a regular meal.

3. The M&IE reimbursement is not allowed for travel within the County, except upon
prior approval from the Department Head or Elected Official.

4. If travel is not overnight, reimbursement for meals shall be taxable, under applicable
IRS rules.

5. Expenses incurred for M&IE shall only be reimbursed on an itemized basis, after
submitting a completed Reimbursement Form and County voucher and all requisite
itemized receipts to the Accounting Office. See Appendix C, Forms.

6. Expenditures for alcohol cannot be reimbursed.

7. Receipts must show name of restaurant, city and date. Receipts must be actual itemized
tickets or ticket stubs - credit card slips alone are not sufficient, unless the expenses are
itemized on the slip. Cash register tapes will not be accepted, unless they include all of
the above information provided by the restaurant, (i.e. the tape stamped by the
business).

8. If an employee is paying for meals for persons other than his/her own, the names of
those persons and the purpose for reimbursement must be provided.

9. The County may reimburse for the reasonable cost of groceries in lieu of restaurant
meals, provided the reimbursement was previously authorized by the Department Head
or Elected Official.

10. Meals or incidental expenses of employee’s spouse or personal guest cannot be
reimbursed.

11. Room service is ordinarily not reimbursable, however, under certain situations it may
be reimbursed depending on individual circumstances, such as if room service is the
only expedient way to receive a meal or if room service is required under the
circumstances, subject to approval of the Department Head or Elected Official.

D. Lodging: The County will pay or reimburse employees for business-related expenses
according to the guidelines below:

1. Lodging pre-arrangements shall be made through the Central Purchasing Department to
ensure tax exemption, credit card authorization is in place and the best rates possible.
The Purchasing Department maintains an approved list of contracts and preferred
vendors. Vendors on this list will be utilized first. A request to utilize a vendor not on
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3.

the approved list shall include the Elected Official’s or Department Head’s approval
along with contact information of said vendor.

When pre-arrangements cannot be made, the actual cost of rooms will be reimbursed
directly to the employee, provided the employee submits an itemized receipt.

Lodging expenses for employee’s guest will not be paid or reimbursed.

E. Inclusions: In addition to M&IE and lodging expenses, the following actual expenses
incurred may be reimbursed upon Department Head or Elected Official approval. Note:
Receipts shall be required for all lodging claims and all other claims on the voucher.

1.

Sweetwater County is tax exempt, however, if sales tax is itemized on the meal and/or
motel receipt and paid by the employee, the county will reimburse this expense;

Registration/Conference fees (Receipt and Agenda required);

Commercial transportation cost actually paid by the employee. The County will pay for
taxi and bus fare only when such travel is necessary and work related, and only when
an itemized receipt is provided,;

Rental car fees;

Fuel and emergency repairs to County owned vehicle;

Telephone calls for official County business;

Valet charges, only when less costly or public parking options are not practical or
available;

Other miscellaneous reimbursable expenses as approved by the Department Head or
Elected Official,

Parking fees and toll expenses actually incurred; and, gratuity for meals, up to a
maximum of 20%.

F. Exclusions: The following expensed are not authorized for reimbursement:

1.

2.

Personal expenses incurred during travel which are primarily for the benefit of the
traveler and not directly related to the official purpose of the travel. Examples include
the purchase of personal hygiene items, magazines, entertainment costs, personal phone
calls, movie rentals, and other miscellaneous items, including over-the-counter
medications;

Personal travel insurance expenses paid by the employee;
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3. Alcoholic beverages;

4. Expenses of employee’s spouse or personal guest;

5. Valet charges when less costly parking options are practical and available;

6. The cost of traffic fines and tickets, including parking tickets; and,

7. Gratuity for a meal in excess of 20% will be the responsibility of the employee.

G. Travel Provisions for Board and Elected Officials: Elected Officials are entitled to actual
reasonable or necessary costs of travel pursuant to Wyoming State Statute 18-3-110, “Any
county officer whose official duties require him to travel away from the county seat shall be
reimbursed by the county for his actual and necessary traveling expenses and mileage as
provided by W.S. 9-3-103. The county sheriff may also be reimbursed for travel away from
the county jail for official duties, if the jail is not located in the county seat. No officer
requesting mileage expenses shall claim additional transportation expense. The board of
county commissioners shall not allow payment for traveling expenses unless there are
receipts for all monies expended.”

H. Purchasing any item under Sweetwater County’s tax-exempt number for personal use is not
only illegal but also a direct violation of this policy. Improper use will result in discipline, up
to and including termination. Such violations may also constitute violations, prosecutable
under law.

I.  County Volunteer and Board Travel: Participants on County citizen boards and County
volunteers on authorized travel may have expenses reimbursed in accordance with the
provisions of this policy, as though they were County personnel.

J.  County Credit Card Use:

1. Credit cards are issued through the Central Purchasing Department. Employees will
only be issued a card upon signed acknowledgement of receipt and approved use of
card (see attachment). The employee who has signed and been issued a card is
responsible for ensuring that the card and all itemized receipts are returned to the
Purchasing Office, within one business day following return from travel.

2. If more than one employee from the same department is traveling together, Central
Purchasing will issue one card as the County has limited cards available. Cards are
issued for out-of-state travel first, then on a first come, first serve basis.

3. Credit cards are only authorized to be used for meals, rental car (pre-approved),
parking, lodging, and under certain emergency circumstances. Credit card shall not be
used at vending machines and for incidentals at hotel check in.

4. If traveling in county vehicle do not use credit card for fuel as there is a gas credit card
with every vehicle.
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5. Unauthorized use of credit card may result in disciplinary procedures or in some
circumstances criminal liability.

Section 8: Vehicle Use

A. Employees may reserve a County vehicle from the pool when necessary to perform County
duties. Department Heads or Elected Officials may be assigned vehicles for use in overseeing
Sweetwater County operations. Reservations for pool vehicle shall be made through the
county’s web page under Purchasing. Additionally, employees may borrow a vehicle from
another department, if a pool vehicle is not available. Use of a pool vehicle or a department
assigned vehicle must be authorized by the appropriate Department Head or Elected Official.

B. County employees, board members and some volunteers are authorized to operate County
vehicles, as described herein.

C. County-owned vehicles may be provided for employees who require transportation either
within or outside Sweetwater County to perform their official duties. An employee who uses
a County owned vehicle for personal purposes may incur personal liability if involved in a
car accident. The County’s property and liability insurance policies do not extend protection
to the employee under these circumstances.

D. All County employees who operate a County vehicle must have a valid driver’s license and
the appropriate class license for that vehicle, as well as any required certifications and current
training.

E. County employees shall not use any County-owned vehicle or motorized equipment for
personal gain.

F. If the County derives a benefit, and the Department Head or Elected Official authorizes a
County employee to drive a County vehicle to his or her residence on a regular basis,
employee shall have payroll taxes withheld by the Accounting Office in accordance with the
Internal Revenue Service regulations. It is the Department Head’s or Elected Official’s
responsibility to notify the Accounting Office if this is a taxable event. Exemptions provided
by the Internal Revenue Service, such as emergency vehicles, are not subject to taxation. See
the Mileage Log form in Appendix C Forms.

G. All County employees who drive or operate County-owned vehicles or motorized equipment
shall strictly obey all applicable traffic regulations. County employees shall drive County-
owned vehicles and motorized equipment in a safe and prudent manner on both public rights-
of-way and private property. County employees are required to follow traffic regulations in
Wyoming, and any other states they are traveling in.

H. County employees shall not operate a County motor vehicle while under the influence of
alcohol or any other substance that may impair driving ability. See Chapter 3, Employment
Policies, Section 4 (E) for additional information.
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County employees shall wear a seat belt while operating or as a passenger in a County
vehicle, subject to exceptions listed in W.S. 31-5-1402(b). Employees traveling in a state
other than Wyoming will be required to comply with all state laws, pertaining to use of
seatbelts.

Smoking is prohibited in all County vehicles.

. No person, unless authorized under B above, shall be permitted to operate a County vehicle
excepting the existence of urgent circumstances.

. If authorized by the Elected Official or Department Head, volunteers performing their
official duties, or training may drive County vehicles.

. When use of a personal vehicle is necessary for County business, mileage shall be
reimbursed at the rate set by the County Commissioners, and on file in the County Clerk’s
Office, subject to approval by Department Head or Elected Official.

. Employees assigned County vehicles are responsible for the custody, security, use,
maintenance and appearance of the vehicles within reasonable standards. Any County
employee who abuses or negligently uses County-owned vehicles or motorized equipment or
who violates any applicable traffic laws shall be subject to disciplinary action.

. The Department Head or Elected Official shall conduct an inquiry into any situation
involving property damage or personal injuries involving a County-owned vehicle or
equipment. A written incident report shall be prepared and shall include a statement of the
facts and conclusions as to fault. In addition, the procedure for accidents outlined below, will
be followed. The Department Head or Elected Official should advise the Board as to any
action taken. See the County Incident Report form in Appendix C.

. Accident Reporting Procedures: The following procedures will be followed for reporting
accidents involving County-owned vehicles or equipment:

1 Proper law enforcement personnel will be called to investigate all accidents involving
County-owned vehicles, equipment, and private property. A complete accident report
will be completed by the parties involved and verified by law enforcement. This report
shall be submitted to Human Resources Department within two (2) business days of
receipt of the report from law enforcement.

2 For risk management purposes, if an injury occurs or if there is the possibility of injury
being detected after the fact, Human Resources Department shall be notified
immediately.

3 If the accident involves a claim against the County, the claimant is to file a written
report with Human Resources Department that clearly states the reason for the claim
and the dollar amount of the claim. Monetary claims must have supporting
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documentation, i.e., repair estimates, medical expense receipts, in accordance with the
Government Claims Act.

4 Claim information will be filed with the County Clerk and distributed to the County
Attorney and appropriate insurance carriers. The attorney, other County official or
insurance adjuster will investigate the claim and recommend action to the County
Commissioners.

5 Wyoming State law requires that any accident over $1,000 must be reported.

Q. Any employee who is cited for a moving violation such as running a red light, failure to
yield, speeding, reckless driving, careless driving or drunk driving (per se .08 or incapable of
safely driving) or any other violation determined by the agency issuing a license to drive to
constitute a "moving violation", while driving a county vehicle or his or her personal vehicle,
must report the citation to his or her Department Head or Elected Official.

1. Any information requested from the employee prior to a conviction, will remain
confidential and used only for risk management purposes which may include denying
the employee further use of County vehicles until resolution of any criminal case. The
Department Head or Elected Official shall notify the Human Resources Department

2. Upon entry of the conviction the employee must notify the Department Head or Elected
Official of the conviction.

3. Employees who are convicted of reckless driving, careless driving or drunk driving,
while driving a County vehicle, shall be subject to disciplinary procedures.

R. Employee Driving Records: Sweetwater County shall request employee driving records,
upon hire and annually from the State of Wyoming Department of Transportation, or other
issuing state agency. Department Heads and Elected Officials will be notified of all results.

Section 9: Employee Transfers

A. The Board, at its discretion, may transfer employees working in departments under the aegis
of the Board, as needed, to meet changes in workload, demand, or staffing shortages, for
projects or other reasons deemed appropriate by the Board.

Section 10: Workplace Accommodations for Nursing Mothers

A. Objective: Sweetwater County supports breastfeeding employees by accommodating an
employee who needs to express breast milk during the workday.

B. Accommodation for Lactating Employees

1. For up to one year after the child’s birth, any employee who is breastfeeding will be
provided reasonable break times to express breast milk. Sweetwater County will
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designate a specific room for this purpose, depending on the employee’s assigned work
location

Employees who work offsite or in other locations will be accommodated with a private
area as necessary.

If available, an employee may store breast milk in a community refrigerator in a
discreet storage container. Any breast milk stored in the refrigerator must be labeled
with the name of the employee and the date of expressing the breast milk.

Employees storing milk in a community refrigerator assume all responsibility for the
safety of the milk and the risk of harm for any reason, including improper storage,
refrigeration, and tampering.

Breaks of more than 20 minutes in length will be unpaid and recorded on timesheets
where appropriate.
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Section 1: Classification Pay Plan

A. ltisthe policy of Sweetwater County to maintain and update a classification and pay plan for
all positions in the County government. This is in recognition of the need for a means of
orderly identification of specific classes of work, as well as a determination of equitable pay
levels for the classes of work identified. Such a pay plan also provides a mechanism for the
County Commission to manage a large share of the County’s budget dedicated for employee
salaries.

B. Description of Classification Plan: The classification plan shall consist of the following:

1.

2.

3.

A grouping in classes of positions which are approximately equal in responsibility,
which require the same range of pay under similar working conditions;

Class titles, descriptive of the work of the class, which identify the classes; and

Written specifications for each class of positions which will be reviewed.

C. Objective: The objective of a classification and pay plan is to:

1.

10.

Achieve Internal Equity: Create and maintain fair compensation between positions
performing similar work;

Achieve External Equity: Create and maintain competitive rates of compensation with
like positions in the relevant labor market;

Enable the County to retain and, when necessary, recruit competent employees;

Establish qualification standards for each class and to serve as a basis for recruiting,
testing, and other selection purposes;

Provide supervisors and employees with a means of analyzing work distribution, areas
of responsibility, lines of authority, and other relevant relationships between individuals
and groups of positions;

Provide a rational and equitable basis for distributing salary dollars amongst the diverse
positions within County government;

Provide a basis for developing standards of work performance;
Establish career paths for promotional opportunity;
Indicate employee training needs and development potential;

Provide the fundamental basis of the compensation program and other aspects of the
personnel program;
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11. Develop and maintain written descriptions, including performance criteria for all
classes; and,

12. Standardize class titles such that each indicate a definite range of duties and
responsibilities, and has the same meaning throughout County employment.

Changes in Classification: Employees should consult with their Elected Official or
Department Head if they believe their work classification may have changed. Any Elected
Official or Department Head may initiate a request for change in classification when the
assignments of a position have changed substantially as to the kind and/or level of work as
expressed within the job description. Elected Official or Department Head should consult
with the Human Resources Department for the appropriate procedure for requesting a change
in classification.

Section 2: Salary Administration

A

It is the policy of the County to compensate employees fairly and competitively within the
financial capabilities of the County.

Human Resources Responsibility: The Human Resources Department is responsible for
coordinating the continuing internal review of all compensation and for making sure that
each job is evaluated and assigned a job grade and salary range. This review should
determine whether compensation accurately and fairly reflects each individual’s
responsibilities and performance. For additional information, see the discussion of the
Classification Plan.

Compensation Surveys: The Human Resources Department will, upon authorization by the
Board, participate in or conduct compensation surveys covering other employers with similar
jobs. This and other available information should be used to help set pay policies and assist
in determining the relative competitive position of the County’s pay structure.

Supervisor’s Responsibility: Supervisors are responsible for informing the Human
Resources Department of any substantive changes in job duties for each employee at least
annually to assess if an employee’s compensation is in accordance with the pay plan and
each employee’s responsibilities.

Employee Concerns: Employees who are not satisfied with the results or their compensation
review or who have questions about the County’s salary administration and benefits program
should direct their concerns to their supervisor, Elected Official, Department Head, or the
Human Resources Department. For additional information, see the Classification Plan, if
current and applicable.

Department Head Salaries: Department Heads’ salaries and raises will be determined by the
Board of County Commissioners.
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. Elected Official Salaries: Elected Officials’ salaries will be determined by the Board of
County Commissioners, in accordance with W.S. § 18-3-107-108.

. Step Increases: Step increases may occur as specified in the Classification Pay Plan.

Lateral Entry: Lateral Entry means crediting pertinent experience when classifying an
employee within the existing pay structure.

1.

Eligibility: Employees are eligible after six (6) months of full time employment with
Sweetwater County. The Human Resources Department will initiate a review of the
work history of the employee to fairly place the employee within the County’s pay
plan, taking into account all work history that is substantially similar to, if not identical
to, the current position to permit advanced placement.

An increase in pay will not take effect until the Human Resources Department and the
employee’s Elected Official or Department Head have determined that the employee is
eligible for Lateral Entry service credit. Pay increases do not apply retroactively.

The County will consider paid full-time and part-time experience only; volunteer
service will not be considered. If part-time service, the County will credit a prorated
amount.

Lateral Entry service credit will only apply for purposes of placement in the County
Pay Plan and will not apply for purposes of determining accruals, retirement or any
other years-of-service based benefit or purpose.

Service Credit Calculation:

a. Zero (0) to five (5) years of approved experience, employees will receive one (1)
year of credit for each year of approved experience.

b. Six (6) to fifteen (15) years of approved experience employees will receive one (1)
year of credit for every two (2) years of approved experience, in addition to the five
(5) years of approved credit received under section a. above.

c. There will be no additional service credit recognition in excess of fifteen (15) years
of approved experience. In other words, the most prior service credit that may be
earned is ten (10) years; (5 for the first 5 years + 5 for the next 10 years = 10 total).

d. No additional service credit will be given for prior work experience necessary to
meet the minimum job qualifications. For example, position A requires a minimum
of five (5) years of prior work experience, therefore a person with only five (5)
years of prior work experience would not be eligible for lateral service credit,
because such prior service is an integral factor in setting the compensation for the
position.
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J.  Re-Employment Provisions: If an employee is re-employed by Sweetwater County the
following provisions shall apply:

1. If an employee’s break in service is less than three (3) months, he/she will be re-
employed at the rate of pay at his/her time of resignation, provided the employee is re-
employed in the same position in the same department.

2. If an employee’s break in service is greater than three (3) months, he will be re-
employed at the entry rate of pay and will be subject to the lateral entry provisions
referenced in Chapter 4, Pay Practices.

3. Leave Accruals: A rehired employee is not allowed to buy back vacation and/or sick
leave accruals which were previously paid out upon resignation. Upon re-employment,
an employee will accrue vacation leave based upon the entry rate of accrual, regardless
if the employee returns within 3 months of resignation.

Section 3: On-Call and Emergency Callback Policy

A. Policy: Sweetwater County recognizes that certain functions performed within the County
require continuous accountability and therefore necessitate employees potentially being
available to respond to unforeseen events in a timely manner to prevent disruption in critical
services or to prevent safety or health risks in the community. The nature of this work, may
require certain positions within the County to be “on-call” and to respond, ready to perform
work within a short period of time, effectively limiting the ability of these employees to leave
the immediate geographic area and/or to engage in those activities which would render “on-
call” employees unable to perform the essential functions of their job. As such, it is the
policy of Sweetwater County to provide additional compensation to FLSA non-exempt
employees who are assigned to be “on-call” in accordance with policy guidelines of this
section.

B. On-Call Definition: For purposes of this policy, “on-call” shall be defined as any time when
an employee is obligated via an “on-call” schedule to remain available outside of normal
work hours to be called back to work on short notice to meet some immediate critical need
(e.g., Snowplowing bus routes, building mechanical failures, computer system failures, etc.).
On-call pay is not authorized for employees who are subject to call, and who only have to
leave word with the employer on where they may be reached.

C. Departmental Policy: Any Department Head or Elected Official having a need for “on-call”
scheduling shall develop a departmental policy addressing which job classes or positions will
be subject to “on-call” scheduling and the applicable policies that will govern “on-call”.
These policies will be effective after review and approval by the Human Resources
Department. Management should carefully weigh the costs and benefits of alternatives
before authorizing “on-call” scheduling and compensation. Reasonableness and fairness shall
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be exercised in administering this policy. Departmental policies shall address at least the
following issues;

1. Employees shall be notified in advance of being subject to on-call and the policies,
procedures and compensation that apply while on-call.

Duration of on-call status, including beginning and ending date/times.

Whether” on-call” duty is mandatory or voluntary.

Formal written on-call schedules shall be established.

How employee will be notified of his/her responsibility to report to work (e.g., beeper,
pager, cell phone, etc.)

Consequences of failing to respond to call to duty.

What is an acceptable response time after being called to duty?

Any applicable geographic restrictions while on call.

Must include the following statement, “ Employees scheduled for on-call duty shall at
all times while *“on-call” remain fit for duty and as such shall refrain from the
consumption of any substances (including alcohol, and prescription drugs) which may
impair their ability to perform their duties should they be called in to work.”

agrwn
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D. Eligibility: Exempt employees are not eligible for on-call compensation.

E. On-Call Compensation: Non-exempt employee who are required to be on-call pursuant to an
approved departmental “on-call” policy shall be eligible for “on-call” compensation.

1. On-call compensation shall be paid at the rate of $3.00 per each hour of “on-call” duty.

2. Once an employee reports to duty after being called out, such hours shall be counted as
hours worked and shall be compensated at a rate of 1.5 times his/her regular rate of pay,
payable in either overtime or compensatory time, regardless whether the employee will
reach the applicable FLSA overtime hours threshold or not.

3. On-call compensation is not counted as hours worked and therefore not included for
purposes of calculating overtime hours.

4. Any non-exempt employee who is required to remain on County premises or so close
that the time cannot effectively be used for the employee’s own purposes, such time
shall be counted as hours worked at the employee’s normal rate of pay and said hours
shall be included in any overtime calculation.

F. Emergency Callback: When unexpected emergencies arrive, employees may be called back
to work. In such circumstances, all work performed will be considered time worked and
included for purposes of calculating overtime. If employees are called back to work under
this rule and work less than two (2) hours, such employees shall receive a minimum of two
hours of paid work time. Beyond two hours of work, said employees shall be paid hour for
hour all time worked.
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Section 4: Compensation for Temporary Work Assignments

A. Policy: Sweetwater County recognizes that circumstances may exist when supervisors are
unavailable for work due to serious illness, injury or family emergencies or other events
requiring an extended absence from work. In these situations, it may be necessary for a
subordinate employee to be temporarily appointed to fill this vacancy to ensure adequate
levels of supervision and work safety for subordinate employees, and/or to maintain
continuity of operations within the department. As such, it is the policy of Sweetwater
County to compensate employees promoted to these temporary positions in accordance with
the following policies. In general department supervisors should try to fill-in for a
subordinate supervisor when circumstances demand that said supervisors are absent from
work. However, while this is a practical solution for short-term absences, it is recognized that
longer periods of leave may make it impractical to provide adequate levels of supervision
without temporary replacement of the absent supervisor.

B. Short Term Absence:

1. When supervisors are absent for short periods, such as vacation, illness, training, etc.
the department head or elected official should try to first assess whether or not
replacement supervision is necessary, considering safety, training, work flow and other
relevant issues. If replacement supervision is deemed necessary by the Department
Head or Elected Official, said manager may, at his/her discretion, appoint a subordinate
staff member to temporarily act in place of the absent supervisor. Compensation for
such a temporary assignment shall be consistent with the terms of this policy.

2. Compensation for Short Term Absences: Subordinate employees who are temporarily
assigned to fill-in for a vacant supervisor in accordance with this policy shall receive a
ten percent (10%) increase in their base rate of compensation for the period of their
temporary assignment.

C. Long Term Absences:

1. Should circumstances arise where a supervisor will be absent for a long term, such as
an absence lasting more than six (6) months, the replacement supervisor may, upon
approval of the Board of County Commissioners, be promoted to fill the vacant
supervisory position and assume the full responsibilities of the vacant position.

2. Compensation for Long Term Absences: Subordinate employees who are temporarily
assigned to fill-in for a vacant supervisor in accordance with this policy shall receive a
ten percent (10%) increase in their base rate of compensation for the period of their
temporary assignment.

D. Supervisor Training: No person shall be given supervisory responsibilities temporarily or
otherwise without adequate training. Any requisite supervisor training shall be filed in the
employees permanent personnel file in the Sweetwater County Human Resources office prior
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to being promoted to any supervisory position. The Human Resources office can assist in
designing, providing or implementing a supervisory training program.

. Fairness: Promotion of temporary supervisors under this policy shall be conducted in the
same manner as all employment practices, in providing equal opportunity to all employees
and without favoritism.
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Section 1: Required and Prohibited Conduct

A. ltisthe policy of the Board to require compliance with certain rules and regulations
regarding employee behavior and to enforce such rules and regulations that are necessary for
efficient operations and that will promote safety and an efficient work environment. Conduct
that interferes or impedes County operations, or discredits the County, or is offensive to the
visiting public and coworkers will not be tolerated.

B. Expectations Regarding Employee Conduct: Employees are expected at all times to conduct
themselves in a positive manner to promote the County’s interests. Appropriate employee
conduct includes but is not limited to the following:

1.

10.

11.

12.

Complying with the provisions of this Manual and other policies and procedures as may
be adopted periodically pursuant to Board or Elected Official authority.

Treating all of the visiting public and coworkers in a courteous manner.
Refraining from conduct that is offensive to coworkers or the visiting public.

Reporting to the employee’s supervisor suspicious, unethical or illegal conduct of
coworkers, the visiting public, or suppliers or other business entities.

Cooperating with County investigations.
Complying with all County safety and security regulations.
Wearing appropriate clothing for the work context.

Performing all assigned tasks competently, efficiently and in a manner that is
satisfactory to the employee’s supervisor.

Reporting to work punctually as scheduled and timely arriving at the employee’s
workstation.

Providing proper advance notice when unable to work, or when delayed in reporting for
work.

Complying with the County’s smoking policy.

Maintaining cleanliness and order in the workplace and work areas.

C. Prohibited Conduct: The following conduct is prohibited, recognizing that the listed conduct
is given only as an example, and that the list should not be considered to be a complete list of
all prohibited conduct. Employees who engage in the prohibited conduct listed below, or
other inappropriate conduct are subject to discipline, up to and, including termination.
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13.

14.

15.

16.
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Falsifying or altering, without proper authority, any County record or report, such as an
employment application, medical report, production record, time record, expense
accounts, absentee reports, personnel records, financial records, and shipping and
receiving records.

Reporting to work while under the influence of, or impaired by alcohol or controlled
substances. Any employee taking prescriptive medications that could impair his or her
work performance shall report the use of the medication to the employee’s supervisor,
and shall not report to work while impaired.

Removal of County property without proper authorization.

Fighting with or otherwise attempting to injure, or injuring a coworker, a supervisor, an
Elected Official or member of the visiting public.

Using abusive or threatening language to a coworker, supervisor, Elected Official,
Board Member or member of the public.

Gambling, including any game of chance or lottery conducted on County property.
Unauthorized possession of firearms or other weapons on County property.

Immoral or indecent conduct that impairs an employee’s ability to perform his job,
undermines public confidence, or impairs essential working relationships.

Unexcused absence from scheduled work.
Failing to return to work at the promised or agreed time from any leave of absence.
Any misuse of a leave policy, including the sick leave policy.

Stealing, destroying, defacing, or willfully misusing County property, or the property of
coworkers and the visiting public.

Insubordination and refusal or intentional failure to perform assigned work.
Excessive unexcused absences or days in which the employee was tardy.
Failing to perform satisfactory work.

Without authorization, posting or removing material on County bulletin boards or on
other County locations.
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17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

217.

28.

29.

30.

Without authorization, leaving an employee’s assigned post or workplace, during an
employee’s regular work hours.

Creating or contributing to unsafe working conditions.
Smoking in any County facility or vehicle.

Controlled substance use, unless lawfully prescribed.
Sleeping during work hours.

Wearing improper or inappropriate attire, or otherwise displaying an inappropriate
appearance.

Unauthorized disclosure, possession, use, copying or reading of confidential County
records.

Unauthorized duplication or misuse of County-issued keys.
Engaging in any form of prohibited or unlawful discrimination or harassment.

Misuse of the County’s communication systems, including e-mail, computers, the
Internet and the County’s phone system.

Failing to comply with established safety practices and rules, including failing to wear
the proper safety equipment.

Engaging in pranks or horseplay.

Using any County property, including the County’s computers, software or
communications facilities for personal use or private gain.

Unauthorized overtime.

Section 2: Discipline

A. Pursuant to W.S. §18-3-504(a) (v), the Board has authority to, “Represent the county, care
for the county property, and manage the business and concerns of the county in all cases
where no provision is made by law.” The Board therefore possesses broad management
authority with respect to organizational policies and procedures, such as approving budgets,
including adopting employee compensation and benefit plans, approving contracts, and
managing county property.
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. However, while the Board has authority to enforce policies, such as those represented in this
Manual, it lacks proper authority to directly discipline employees appointed pursuant to the
proper authority of an Elected Official. The Board has circulated, to all employees and
Elected Officials, a copy of this Manual for review and comment. It is the responsibility of
each Elected Official to support and enforce the policies in this Manual within their
respective departments. If the Board and/or Board staff become aware of violations of this
Manual, such violations should be reported to the appropriate Elected Official for review and
appropriate action. In addition to having the responsibility to discipline or correct the
behavior of employees pursuant to this Manual, the Elected Official retains authority to
discipline or otherwise correct the behavior of employees who violate “operational rules” of
the particular Elected Official. “Operational rules”” means those rules adopted by an Elected
Official or Department Head, which regulate the manner and methods for performing the
duties of a particular position. Operational rules may include specific safety procedures,
employee leave procedures, procedures for proper operation of equipment, and law
enforcement procedures.

. The County will communicate through this Manual and through other channels the expected
conduct and performance standards for County employees. Occasionally, performance or
other behavior will fall short of the County’s expectations. When this occurs, it may become
necessary to correct the performance of employees and, in some cases, to terminate
employment.

. Employees must at all times comply with County’s expectations for work, performance, and
conduct. Failure to do so may result in any or all of the following actions, as the County
deems appropriate: termination, suspension, demotion, written warning, reprimand, and
counseling. When Department Heads, Elected Officials and their subordinate managers find
an employee’s performance or conduct is unacceptable, disciplinary action may be taken.
The discipline may range from informal discussion/coaching with the employee to immediate
discharge, depending on the Department Head’s or Elected Official’s opinion of the
seriousness of the situation.

. Employees in the offices of the County Clerk, County Treasurer, County Assessor, Clerk of
District Court, County Sheriff, County Coroner, or County Attorney may be subject to
different or additional disciplinary polices as may be promulgated by the respective Elected
Officials. Employees in these offices which fail to follow County policy, as communicated
in this Manual, will be referred to the appropriate Elected Official for discipline. Should the
Elected Officials in a particular department choose to follow these disciplinary procedures, it
shall be each Elected Official’s responsibility to affirmatively communicate such intent to
employees appointed pursuant to his/her statutory authority.

Loss of rank, demotion, reduction of pay or benefits, or termination of an employee for
misconduct are matters that are reserved for determination by the Elected Official or
Department Head. Prior to implementing any of the disciplinary actions referenced in this
section, the Elected Official or Department Head shall consult with the County Attorney.
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G.

Any disciplinary action taken by the County should not be assumed to establish a precedent
in other circumstances.

Section 3: Outside Employment

A

It is expected that all full-time employees with the County will consider their employment
with the County as their primary employment. Outside employment with any other employer
that is or could be perceived as incompatible with the duties and responsibilities of their
position with the County is prohibited. Employees who are considering taking outside
employment should obtain prior written approval from their Department Head or Elected
Official prior to assuming the duties of outside employment.

Section 4: Smoking

A

It is the policy of Sweetwater County to comply with all applicable federal, state, and local
regulations regarding smoking in the workplace and to provide a work environment that
promotes health, productivity, as well as the well-being of employees and the public. In
addition, the County recognizes that smoking in the workplace adversely affects employees
and the public and ultimately leads to higher insurance costs. As such, smoking is prohibited
as follows:

. County Facilities: Smoking is prohibited in all County facilities. In addition, smoking on

County premises, outside of County facilities, is not permitted within 25 feet of any
entranceway, exit, open window, or air intake of a building where smoking is prohibited.

County Vehicles: Smoking is prohibited in all County vehicles and equipment.

. Supervisor Responsibility: Department Heads and Elected Officials are expected to enforce

these regulations.

Violations of Policy: Failure to comply with this policy may be grounds for disciplinary action,
which may include the revocation of permission to use County facilities and/or vehicles.

Section 5: Employee Appearance

A. ltisthe policy of the County that each employee’s dress, grooming and personal hygiene

should be appropriate for the work situation. Department Heads and Elected Officials should
develop specific operational policies within their respective departments addressing this issue
and considering the following:

1. Employee safety, OSHA compliance, including personal protective equipment.

2. Appropriate appearance given the nature of the work and degree of public contact.

3. Required uniforms.
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Section 6: Participation in Community Affairs

A.

It is the policy of Sweetwater County to encourage employees to participate in the
community service affairs of charitable, educational or civic organizations.

Employee Participation: Employee participation in community activities should not
adversely affect the employee’s job performance.

1. Time spent on community affairs, when not undertaken at the request of the employee’s
supervisor, should be outside of the employee’s regular working hours, and therefore
would not be compensable.

2. Employee-initiated participation in community affairs that necessitates absence from
the job for an extended period of time should be addressed as an extended leave of
absence, pursuant to the provisions in this Manual.

County-Requested Participation: The Elected Official or Department Head may identify
certain community activities or organizations in which they have determined it would be
meritorious for them to designate employees to become members in the organization.
Designated employees who represent Sweetwater County in an organization or community
activities are expected to promote the County’s interests. The employee’s time in
participating in such activities will be compensable as if it were work time.

Employee Participation in Public Forums: Every employee who expresses an opinion in a
public forum should clearly state whether the opinion is a personal one or one representing
the County. Any expression in public of an employee’s opinion that would likely be
construed as representing the County’s position must be approved in advance by the Elected
Official or Department Head. Employees are prohibited from disclosing any confidential
information that they acquired through their position with Sweetwater County.

Employees Campaigning for Public Office: Sweetwater County encourages employees to
participate in the elective process as candidates for office. All campaigning or other political
activity should be done on the employee’s own time and not within any County facility or
County property. The Elected Official or Department Head should advise the employee that
his participation in the elective process must not compromise attendance or performance.

Section 7: Controlled Substances and Alcohol

A

It is the policy of Sweetwater County to comply with the Drug Free Workplace Act, 41
U.S.C. 10 701 et. seqg. to maintain a workplace that is free from the effects of drug and
alcohol abuse. The employees are Sweetwater County’s most valuable resource and their
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health and safety is a major concern. Substance abuse is a national crisis, which has
detrimentally affected the lives of many citizens and has adversely affected the work place.

. This policy will apply to all County employees; including all workers compensation covered
employees. Law enforcement, Road & Bridge and other safety sensitive employees may be
subject to additional testing requirements to comply with departmental policies and / or
additional federal regulations.

. Failure to Comply with Policy: Employees will be subject to disciplinary action, up to and
including termination, for violations of this policy.

. Purpose: The purpose of this policy is to:
1. Establish and maintain a healthful, safe and productive work environment.

2. Prevent personal injury, property damage, absenteeism, tardiness, unsatisfactory work
performance and criminal activity, which are the results of the use of controlled
substances or alcohol to the degree that the employee is impaired at work.

3. Comply with all state and federal laws, rules and regulations as they pertain to
Sweetwater County and its designation of employee positions.

4. Provide rehabilitation assistance for any employee who seeks the County's help in
overcoming controlled substance or alcohol use, dependency or addiction.

. “Controlled Substance" shall be defined by the Wyoming Controlled Substances Act of 1971,
Wyoming Statute Section 35-7-1001 et seq., as amended.

. Prohibited Conduct: Employees are prohibited from the illegal use, sale, dispensing,
distribution, possession, or manufacture of controlled substances, or alcoholic beverages on
County premises or work sites, vehicles, or during on-duty status with the County, or while
engaged in County business. Violations include, but are not limited to:

1. Reporting to work or performing work for the County while impaired by or under the
influence of alcohol. The County prohibits the off-premises abuse of alcohol, when
those activities adversely affect job performance or job safety.

2. Reporting to work or performing work for the County while impaired by or under the
influence of illegal controlled substances.

3. Possessing illegal controlled substances or alcoholic beverages at work.

4. Dispensing, distributing, illegally manufacturing or selling controlled substances on
County premises and work sites. The use, possession, or sale of illegal controlled
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substances, are prohibited by law and this policy. Employees are prohibited by law
from the possession and use of controlled substances without a prescription.

G. Required Types of Substance Abuse Testing: The Substance Abuse Testing Program
includes Pre-employment, random (DOT/safety sensitive), for cause or suspected
impairment, and post -accident testing.

1. Pre-employment testing: All prospective employees are required to submit to, and pass,
a Pre-Employment drug test. All position vacancy announcements shall include a
statement that informs prospective applicants that Sweetwater County applies a drug
testing program.

2. Suspected Impairment: In cases where a supervisor has reasonable suspicion to believe
an employee is under the influence of controlled substances, the supervisor may require
the employee to immediately go to the County designated collection site to provide the
required specimen, such as blood, urine, hair, etc. for laboratory testing. The employee
shall be driven to the collection/testing site by the supervisor, Human Resources, or
transportation arranged for the employee by the supervisor. In any case where the
employee is taken to the collection site, Human Resources shall be notified, preferably
prior to the transport. If an employee reports to work and there is reasonable suspicion
of alcohol use, the employee may be driven to the Sweetwater County Sheriff's
Department for a breathalyzer test, or a portable breathalyzer test kit can be used on
site. A refusal to provide the required specimen, or to take a breathalyzer test, or
adulterating, tampering, or otherwise hindering the testing process or results, shall
constitute a presumption of substance abuse/intoxication. The employee may be
immediately dismissed from employment with Sweetwater County. In any case of
suspected impairment where the employee is tested, or refuses to test, the Supervisor
shall contact the Human Resources Director or the County Attorney.

a. Reasonable Suspicion: Reasonable suspicion means suspicion based on specific
personal observations which the supervisor can describe concerning erratic and/or
negligent job performance, a consistent pattern of absences in attendance, obvious
changes in appearance and behavior, slurred speech or suspicious breath odor of the
employee. The supervisor shall document specific details of these incidents, to be
retained in a secure file. The supervisor shall also make a written statement within
twenty-four (24) hours documenting these observations and submit this statement to
the County Human Resource Director. The employee required to test due to cause is
released from duty with pay, directly after the test, pending the result of the
substance abuse testing.

3. Post-Accident: Employees are required to submit to a post-accident drug test, and will
be directed to report to the collection site so that a drug test may be performed. The
employee may be taken to the collection site by a supervisor, manager, or HR Director.
The employee involved may not consume alcohol for 8 hours after the accident, or until
he/she has taken an alcohol test, whichever comes first. The employee must remain

Sweetwater County Employee Manual — Approved 12/20/2022
Page 8 of 14



SWEETWATE

C+O°U°N°'T*Y

CHAPTER 5: EMPLOYEE CONDUCT

readily available for such testing and may not take any action to interfere with the
testing or the results of testing. The employee may not return to duty until the test
results are received and return to work is cleared and authorized by the employer.
Accident is defined as an unplanned, undesired event, not necessarily resulting in
injury, but damaging property and/or interrupting the activity in process, to the point
where it is judged to be more than a minor incident. Discretion and judgment of the
Human Resources Director and/or the Elected Official or Department Head may be
applied in individual situations; however, in cases of doubt, the testing should be done.
In all cases where there is injury or death, or significant property damage, a post-
accident test shall be done.

4. Random Testing: To the extent permitted by law, random testing shall be conducted, at
a minimum of twenty percent (20%) of the average staff on an annual basis. Random
drug and alcohol testing is applied to Commercial Driver License (CDL) required
positions, under the Department of Transportation Regulations. Random Testing is only
applied to these safety sensitive and DOT regulated positions and certified law
enforcement officers in the Sheriff’s Office and Detention Center. Employees in the
Sherift’s Office, Detention Center and the Road and Bridge Department, may be
subject to specific policies in their respective departments, as required by state or
federal law.

H. Refusal to Test: A refusal to provide either urine, blood or hair specimens, or to take a
breathalyzer test, or adulterating, tampering, or otherwise hindering the testing process or
results, shall constitute a presumption of substance abuse/intoxication. Refusal to submit to
testing under the circumstances outlined in this section may result in disciplinary action, up
to, and including termination of employment.

I. Substance Screening: When requested, the employee shall sign a consent form authorizing a
designated collection site to draw a specimen of blood and/or hair and/or urine and release
the results of the laboratory testing to his/her employer. The accepted laboratory standards
will be utilized in determining when an employee tests positive for substance abuse.

1. All testing shall be conducted in accordance with the law and by qualified personnel. A
positive result for controlled substances or alcohol shall be considered a per se, (in and
of itself), violation of this policy. An employee may request an immediate confirmation
test at his/her own expense.

2. A blood alcohol level equal to or exceeding .08% is indicative of legal intoxication.
Lesser amounts of blood alcohol may result in impairment. Either may result in
discipline or termination. When being tested for substance abuse, the employee shall
provide two (2) samples. If the first sample tests positive, the laboratory shall proceed
to immediately test the second sample. If the breathalyzer test results are positive or if
both sample specimens test positive, discipline or termination may result.
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Review of Drug Test Results: An employee who receives a positive confirmed test result
may contest or explain the result within five (5) working days after written notification of the
test result. This 5-day period is applied by the collection and testing agency employed by
Sweetwater County, with the assistance of a Medical Review Officer.

. Prescription and Over-The-Counter Drugs/Medications: This policy is not meant to exclude
the legal and appropriate use of prescription medication. Employees must report their use of
over-the-counter or prescribed medications to the Elected Official or Department Head if the
use might impair their ability to perform their job safely and effectively. The Elected Official
or Department Head may consult with the Human Resources Department to determine
whether or not the employee will be able to perform his or her job in an efficient and safe
manner. A Medical Certification may be required, stating whether the essential functions of
the position can be performed while taking the drug/medication. No employee shall ingest
any prescribed or over-the-counter medication in amounts exceeding the recommended
dosage.

. Supervisor and Employee Training: Sweetwater County provides at least one (1) hour of
employee substance abuse education training per year. Supervisors are provided two (2)
hours substance abuse training per year.

. Supervisor Reporting Guidelines: Any supervisor who believes he or she has reasonable
suspicion that an employee is impaired or under the influence of a controlled substance or
alcohol, shall immediately consult with the Human Resources Department, County Attorney,
or other available counsel and shall determine whether the employee shall be examined by a
physician; or tested for a controlled substance and/or alcohol. Employees believed to be
under the influence of controlled substances, or alcohol will be required to leave the premises
as soon as safe transit can be arranged.

. Human Resources Reporting Requirements: Departments that receive federal grants or
contracts must report any criminal drug statute convictions of their employees engaged in the
performance of a federal grant or contract, to federal agencies from which grants or contracts
are received within ten (10) days after receiving notice from the employee or otherwise
receiving actual notice of such conviction.

. Searches: Where there is a reasonable suspicion, (one that can be expressed in clear and
understandable terms), that an employee is violating the County's controlled substances and
alcohol policy, the Human Resource Department may require an employee to submit to a
search of his or her work area and its contents for evidence of a violation of this policy. Work
area may include the employee’s private vehicle, if it is used in performance of the
employee’s duties.

. Rehabilitation Program: A rehabilitation and return to work program may be offered, but is
not guaranteed, in the case of a positive and confirmed test for alcohol. In the case of a
positive and confirmed test for controlled substances, a rehabilitation program may be
offered, but is not guaranteed. In either case, termination may result. Failure to comply with
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the requirements of an approved rehabilitation plan shall result in disciplinary action, up to
and including termination of employment. The Sweetwater County Health Insurance
program may cover a portion of rehabilitation costs, whether an active employee or
participating in COBRA. The Human Resources Department can provide information on
rehabilitation programs, the employee may choose to access. No employee will be
disciplined or discriminated against in any way because he or she has undertaken a
rehabilitation plan. However, participation in counseling or rehabilitation shall not exempt an
employee from compliance with the provisions of this policy and all other terms and
conditions of his or her employment. Upon return from rehabilitation, an employee may be
required to agree to random drug/alcohol testing for a specified time period or to comply
with other requirements intended to assure that the employee has not relapsed.

. Rehabilitation Leave of Absence: An employee who has violated this policy may be granted
a leave of absence for the purpose of entering an inpatient rehabilitation program. Said leave
shall first be charged to the employee's accumulated sick leave, and then to his or her
accumulated vacation leave. Employees who have exhausted their accumulated sick and
vacation leave may request donated leave or be granted unpaid leave in accordance with the
County's leave-of-absence policy. Only one rehabilitation leave of absence shall be granted
to an employee during the duration of his or her employment with the County, the term
"duration” to include any breaks in service.

. Return from an Inpatient Rehabilitation Program: An employee who enters an inpatient
rehabilitation program shall not be permitted to return to work until the director or other
authorized representative of the program provides certification to the Human Resources
Department that the employee is capable of performing his or her job in a safe and
satisfactory manner without limitation. If the employee again tests positive for alcohol or
substance abuse following return to the workplace, he/she shall be immediately discharged.
All test results provided to Sweetwater County shall be treated with confidentiality and will
generally be released only to the employee's Elected Official, Department Head, supervisor,
Human Resources, the County Commissioners, and the Sweetwater County Attorney.

. Voluntary Rehabilitation: Any Sweetwater County employee who considers him/herself to
have a problem with substance abuse either in or out of the workplace may approach his/her
Elected Official or Department Head, or Human Resources, and request voluntary entrance
into a rehabilitation program. Voluntary participation does not preclude discipline or
termination if the employee is subsequently found to be in violation of the Substance Abuse
Policy.

. Criminal Conviction: Every employee shall notify the Elected Official or Department Head
within five (5) calendar days of any and all convictions for a violation of any statute
involving drugs or controlled substances or any statute in which intoxication or consumption
or presence of alcohol in the individual’s body is an element, including, but not limited to,
Driving Under the Influence, whether such offense took place in or out of the workplace.
Such convictions may result in disciplinary action or termination of employment. The
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County Attorney and HR Director should be notified immediately by the Elected Official or
Department Manager.

U. Employees Driving County Vehicles: Those employees chosen for employment (or
employed) in County positions for which driving a County vehicle or County equipment is
required, may be subject to drug testing as: Pre-employment, Probable Cause, Random, and
Post-Accident. Those positions requiring a Class-A Commercial Drivers' License (CDL) are
subject to provisions of the regulations of the United States Department of Transportation.
Compliance with the minimum requirements of the U.S. Department of Transportation and
its minimum consequences does not guarantee an employee will be returned to work
following a violation of Sweetwater County Policy. Employees driving county vehicles are
required to maintain an acceptable driving record and a valid driver’s license. Employees’
driving records are reviewed annually. Any county driver whose status is in violation of the
Sweetwater County driving record criteria guidelines, and/or whose driver’s license becomes
suspended or revoked, may not drive any vehicle on County business, and may be subject to
duty reassignments, discipline or termination.

V. Drug and Alcohol Abuse Awareness Programs: To the extent feasible, the County will
provide continuing awareness programs for County employees regarding the harmful effects
of drug and alcohol abuse.

W. Confidentiality: All information obtained in the course of testing, rehabilitation and treatment
of employees with controlled substance and alcohol problems shall be protected as
confidential medical information and shall be kept separate from the employee's official
personnel file. Only those who have a need to know shall be given access to this information.

X. Access to Policy: The Substance Abuse Policy is available as a part of the Employee Manual,
which is available to all employees in the form of a personal copy, reference copies in each
department and in Human Resources, and via computer access. Notification of the testing
program is posted in the Human Resource Department and in each County building. If you
would like a printed copy of the policy, please contact the Human Resources Department.

Y. Transportation Arrangements: An employee believed to be under the influence of controlled
substances or alcohol shall be required to leave County premises. The employee shall not be
permitted to transport himself/herself from County premises, but shall be provided with safe
transit from the premises to his/her residence. Transportation shall be coordinated by the
Human Resources Department.

Section 8: Employee Safety

A. Itis the policy of Sweetwater County to comply with all applicable federal, state, and local
health and safety regulations and to provide a work environment as free as practicable from
recognized hazards. Employees are expected to comply with all safety and health
requirements whether established by the County or by federal, state, or local law.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 12 of 14



SWEETWATE

C+O°U°N°'T*Y

CHAPTER 5: EMPLOYEE CONDUCT

B. Supervisor Responsibility: Supervisors are responsible for ensuring that employees under
their supervision understand and comply with all County safety rules, regulations, and
procedures. Supervisors’ safety responsibilities include:

1. Being familiar with all safety and health procedures relevant to the operations under their
supervision;

2. Inspecting and correcting unsafe work practices and hazards in their work areas;

3. Training their employees in safety matters or arranging for safety training where
appropriate;

4. Reporting accidents and injuries to their Elected Official or Department Head
immediately and ensuring that any injured employee is referred to appropriate medical
care.

5. Ensuring that proper personal protective equipment is in proper working order and
available for employees’ use.

C. Employee Responsibility: Employees should timely report to the Human Resources
Department or their Elected Official or Department Head all observed safety and health
violations, potentially unsafe conditions, and any accidents resulting in injuries to employees
or to members of the public. Employees have the responsibility to perform their job in
compliance with all safety regulations and otherwise in a safe manner.

D. Suggestions: Employees are encouraged to submit suggestions to their supervisor
concerning safety and health matters.

E. Personal Protective Equipment: Employees are responsible for the proper use and
maintenance of any clothing and equipment provided by the County.

1. Personal Protective Equipment (PPE) must be worn as prescribed for each job by the
supervisor.

2. Employees must check with their supervisor(s) regarding any portion(s) of their job that
they do not understand.

3. Goggles, face shields, helmets and other comparable equipment are required to fit.
4. Hard hats must be worn by all employees at all times where required.

5. Appropriate gloves, aprons and boots are to be used when necessary for protection
against acids and other chemicals, which could injure employee’s skin.
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6. Respiratory equipment in certain cases is needed for protection against toxic and
hazardous fumes. Employees must verify with their supervisors which equipment meets
the need for breathing safety.

7. Safety shoes are recommended to help eliminate foot injuries.

8. The use of safety belts is required when working on elevated work where there is no
guardrail protection and on certain suspended scaffolds.

Retaliation Prohibited: Supervisors will not discharge or discriminate in any manner against
an employee because the employee has instituted a safety-related proceeding, has testified in
that type of proceeding, or has otherwise exercised any right provided by law. Employees
may accompany government safety compliance officers during so-called “walk-around
inspections,” but they will not be compensated for that time unless specifically assigned the
task by management.

. Safety Training: Training and education cannot be over-emphasized as a means of learning a
healthful and safe approach to employee work efforts. Knowledge of the safety rules and
how and when to function under the rules, supplemented by compliance, is essential to
safety.

. Orientation Training: New employees will be provided orientation training and will be
furnished information and literature covering the health and safety policies, rules, and
procedures. The employee’s Elected Official or Department Head, prior to the employee’s
exposure to the work environment will provide this orientation training.

Availability of Employee Exposure or Medical Records: Supervisors shall provide
information about the availability of employee exposure or medical records to employees
who are exposed to known toxic substances and recognized harmful physical agents at the
time they are first hired and at least annually after that. These employees also shall be
notified that they may be required to submit to medical examinations and tests at intervals
determined by the length of their time on the job and whenever there is reason to believe that
they were unduly exposed to toxic substances or harmful physical agents. Copies of the
OSHA regulation requiring access to employee exposure and medical records are available in
the office of the Safety Officer for examination.

Wyoming Workers’ Compensation: For work-related injuries, it is the employee’s
responsibility to file the required claim form with Workers’ Compensation (See Chapter 8,
Absence from Work).

. Violations: Violations of County safety rules, regulations, or procedures will result in
disciplinary action, up to and including termination.
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CHAPTER 6: DISCRIMINATION & HARASSMENT

Section 1: Policy Statement

A. Sweetwater County is committed to providing all of its employees with a workplace free
from discrimination and harassment. Sweetwater County does not discriminate against or
allow harassment of any employee based on the employee’s race, ethnicity, religion, color,
sex, age, national origin, sexual orientation, disability, gender identity or expression,
ancestry, pregnancy, or any other basis prohibited by law, or based on the employee’s
protected activity under the anti-discrimination statutes (that is, opposition to prohibited
discrimination or participation in the statutory complaint process). Sweetwater County
reaffirms that it will not tolerate discrimination or harassment in any form. This prohibition
covers any discrimination or harassment in the workplace, regardless of whether the
discrimination or harassment is committed by a Elected Official, Department Head,
supervisor, co-worker or nonemployee, such as a vendor, consultant, or employee or officer
of an affiliate, or invitee to a Sweetwater County sponsored activity, event or meeting.

Section 2: Definitions

A. Discrimination: It is discrimination for an employer to base any decision regarding the terms
or conditions of employment on an employee’s race, ethnicity, religion, color, sex, age,
national origin, sexual orientation, disability, gender identity or expression, ancestry,
pregnancy, or any other characteristic protected by law.

B. Harassment: Harassment consists of unwelcome verbal, visual or physical conduct that is
based on another person’s race, ethnicity, religion, color, sex, age, national origin, sexual
orientation, disability, gender identity or expression, ancestry, pregnancy, or any other
characteristic protected by law. It may include, but is not limited to, actions such as the use of
epithets, slurs, negative stereotyping, jokes, or threatening, intimidating or hostile acts that
relate to sex, race, ethnicity, age, disability or other protected categories. Harassment also
may include written or graphic material that denigrates or shows hostility toward an
individual or group based on protected characteristics, whether that material is sent by email;
placed on walls, bulletin boards, computer screens or other devices, or elsewhere on the
premises; or circulated in the workplace.

C. Unwelcome conduct can constitute harassment if:

1. It has the purpose or effect of unreasonably interfering with an individual’s work
performance;

2. It creates an intimidating, hostile or offensive working environment; or

3. Submission to the conduct is made either explicitly or implicitly a term or condition of
an individual’s employment.
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Section 3: Prohibited Conduct

A. One of Sweetwater County’s chief objectives is to have a work environment in which all
employees are treated with respect and dignity. It is our policy that all employees have the
right to work in an environment free from any type of illegal discrimination or harassment. It
shall be a violation of this policy for any employee to engage in any form of discrimination
or harassment, whether verbal, or physical, arising out of the work environment.
Discrimination, harassment, and/or retaliation are not only inappropriate but also violate state
and federal law. Violations of these policies not only constitute serious workplace
misconduct but may also violate federal and state law. In addition to the regular worksite,
this policy specifically applies to work assignments that are off-site or at Sweetwater County
sponsored functions. In addition, any actions or efforts by a supervisor to use authority or
position granted by the County to engage in discriminatory/harassing/retaliatory acts outside
the workplace are also prohibited. Any violation of this policy may result in discipline, up to
and including immediate termination.

B. Sexual and Gender Discrimination/Harassment: Title V11 of the Civil Rights Acts prohibits
an employer from treating For purposes of this policy gender and sexual discrimination/
harassment is defined as discrimination in the terms and conditions of employment on the
basis of sex or gender, unwelcome or unwanted sexual advances, requests for sexual favors,
and other verbal, non-verbal, or physical conduct of a sexual nature, language or actions
which ridicule, demean or degrade others on the basis of their gender and either (1)
submission to or rejection of this conduct by an individual is used explicitly or implicitly as a
factor in decisions affecting hiring, evaluation, promotion, or other aspects of employment or
(2) the conduct substantially interferes with an individual’s employment or creates a
pervasively intimidating, hostile, or offensive work environment.

1. Examples of sexual harassment include, but are not limited to: unwanted sexual
advances, demands for sexual favors in exchange for favorable treatment or continued
employment; repeated sexual jokes, flirtations, advances, or propositions; verbal abuse
of a sexual nature, graphic commentary about an individual’s body, sexual prowess, or
sexual deficiencies; jokes or comments which ridicule, demean or degrade on the basis
of gender; leering; whistling; touching; assault; coerced sexual acts; suggestive
insulting; obscene comments, gestures, and emails; and display in the work place of
sexually-suggestive objects or pictures.

C. Pregnancy Discrimination: Discrimination on the basis of pregnancy constitutes a form of
sex discrimination and is contrary to federal law. Sweetwater County will not discriminate
against persons who are pregnant in the terms and conditions of employment. Pregnancy will
generally be treated as any other health condition. The employee may utilize sick leave,
Family and Medical Leave, or other benefits on the same basis as is permitted for other
health conditions. The length of an employee’s absence for childbirth, and related health
conditions shall be determined on the basis of the period of time the employee is disabled, as
verified by appropriate medical personnel. In addition, pregnancy leave is a circumstance
qualifying under the Family and Medical Leave Act, and pregnant employees shall be
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entitled to applicable benefits or protections of FMLA, if otherwise eligible for FMLA
benefits. Employees who are pregnant and are exposed to toxic or dangerous substances, or
perform duties where performing the job while pregnant may present a danger to the
employee, an unborn child or others shall inform the supervisor as soon as possible for
purposes of determining what actions need to be taken in the interests of safety. Nothing in
this policy authorizes paternity leave, and the rights of any other person other than the
pregnant individual shall be limited to those circumstances set forth in the federal Family and
Medical Leave Act.

. Racial/Ethnicity/National Origin Discrimination and Harassment: For purposes of this
policy, discrimination in the terms and conditions of employment on the basis of race,
ethnicity, or national origin is prohibited. All inappropriate conduct and activity taken against
an individual because of his or her race/ethnicity/national origin shall constitute unlawful
harassment under circumstances where submission or rejection of this conduct is used
explicitly or implicitly as a factor in decisions affecting hiring, evaluation, promotion, or
other aspects of employment or where the conduct substantially interferes with an
individual’s employment or pervasively creates an intimidating, hostile or offensive work
environment.

1. Examples include, but are not limited to, racial/ethnic comments, racial/ethnic jokes
through any medium; degrading, insulting or demeaning comments based on
race/ethnicity; racial or ethnic stereotyping and similar conduct which tends to demean
or degrade or deny equal treatment on the basis of race or ethnicity.

. Age Discrimination/Harassment: The federal Age Discrimination in Employment Act
(ADEA) prohibits discrimination against workers who are age 40 or older. For purposes of
this policy all inappropriate conduct and activity taken against an individual because of his or
her age (over 40) shall constitute unlawful discrimination or harassment where submission or
rejection of this conduct is used explicitly or implicitly as a factor in decisions affecting
hiring, evaluation, promotion, or other aspects of employment or where the conduct
substantially interferes with an individual’s employment or pervasively creates an
intimidating, hostile or offensive work environment.

1. Examples include but are not limited to jokes or comments communicated through any
medium; degrading, insulting or demeaning comments based on age, suggestions or
implications that employees should retire, comments employees are too old to work,
should give younger people a chance at job, are too old to learn new things; stereotyping
on the basis of age and any similar conduct which tends to demean, degrade or deny
equal employment opportunity on the basis of age.

Disability Discrimination/Harassment: The federal Americans with Disabilities Act (ADA)
prohibits discrimination against persons who have disabilities and requires employers to
make reasonable accommodations for those employees with disabilities. For purposes of this
policy all inappropriate conduct and activity taken against an individual because of a
disability where submission or rejection of this conduct is used explicitly or implicitly as a
factor in decisions affecting hiring, evaluation, promotion, or other aspects of employment
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where the conduct substantially interferes with the individual’s employment or pervasively
creates an intimidating, hostile or offensive work environment. Decisions may be made on
the basis of disability where permitted under applicable federal law, such as requiring an
employee to fulfill all the essential functions of a job or declining to provide unreasonable
requests for accommodation.

1. Examples include but are not limited to jokes or negative comments communicated
through any medium; degrading, insulting or demeaning comments based on disability,
suggestions or implications that a disabled employee should not work or is incapable of
working.

. Religious Discrimination/Harassment: As a governmental body, Sweetwater County does not
endorse or oppose any religious belief or affiliation. An employee’s membership,
participation, or adherence to any religious organization or belief or non-belief/non-
adherence shall not be a consideration in any decision regarding the terms and conditions of
employment. Supervisors and employees shall refrain from religious proselytizing at the
work place. For purposes of this policy all conduct and activity taken against an individual
because of the individual’s affiliation, or lack of affiliation with any religious denomination,
or the employee’s belief or religious practices or lack of such belief or practices shall be
prohibited.

1. For example, conduct or actions which seek to demean or ridicule an employee’s
religious beliefs or activity, or to intimidate the employee where the conduct interferes
with the individual’s employment or pervasively creates an intimidating hostile or
offensive work environment is prohibited. If an employee requires an accommodation
in regard to a particular religious belief or practice, the employee should make the
request to the immediate supervisor. Supervisors shall consult with the Human
Resources Department regarding any requests received for religious accommodation.

. No retaliation: Employees who make a complaint of discrimination shall not be subjected to
retaliation or reprisal because of the filing or processing of such a complaint under these
policies. Whether as a party or a witness, employees shall not be retaliated against for
opposition to any unlawful employment practice. Retaliation constitutes an unlawful act and
is a violation of County policy in and of itself regardless of whether or not the original
complaint of discrimination/harassment was found to be valid. An employee who engages in
retaliation is subject to appropriate disciplinary action, up to and including termination.

Misconduct in relation to a discrimination complaint: An employee who makes a malicious
or knowingly false complaint of discrimination/harassment/retaliation, where there is no
good faith basis for the complaint, is subject to disciplinary action. All employees are
expected to cooperate with any investigation conducted under this policy. Any employee,
who intentionally provides false information, intentionally withholds relevant information
during an investigation, or attempts to obstruct or interfere with the ability to investigate a
complaint of discrimination/harassment/retaliation shall be subject to discipline.
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Section 4: Procedures

A. Any employee, who experiences discrimination or harassment prohibited by these policies or
observes such actions occurring with others, shall promptly report it to the appropriate
person. Normally the employee should report such discrimination or harassment to the
immediate supervisor. All supervisors who receive a complaint of discrimination or
harassment shall also report the matter to the Human Resources Department. In
circumstances where the employee believes the supervisor is participating in the actions, the
supervisor may be a witness to the actions, has condoned such actions or failed to investigate
or act on a complaint, the employee may report the matter to the Human Resources
Department directly without notifying the supervisor. The Human Resources Department
shall have available, to assist a complaining party, a form for filing discrimination complaints
which lists the relevant information that will be needed. Employees will be encouraged, but
not required, to use the form. All complaints of discrimination, whether verbal or written,
shall be investigated.

B. Supervisors who become aware of discriminatory actions occurring, shall take reasonable
steps to stop such actions, even in circumstances where no one has made an actual complaint.
If discriminatory actions are observed or become known to a supervisor in a department or
office outside of the supervisor’s authority, the supervisor shall report the information to the
Human Resources Department, which shall be responsible for communicating with the
appropriate official.

C. Any Elected Official or Department Head or Human Resources representative receiving a
complaint of discrimination shall promptly take steps to review the matter, and depending on
the nature and severity of the matter, initiate an informal or formal investigation. The
supervisor may directly handle the complaint or request the assistance of the Human
Resources Department to investigate and make recommendations. In any event, the Human
Resources Department shall be kept informed regarding all such complaints and what actions
are taken in response to the complaints. The investigation of discrimination complaints shall
be performed in a prompt, timely manner, resulting in a decision that the complaint has been
substantiated or not been substantiated. The complaining party shall be notified when an
investigation/review is instituted and shall be informed whether the complaint was
substantiated or not. In circumstances where the supervisor is not able to substantiate the
complaint, the supervisor may nonetheless provide directives, warnings, training or other
remedial actions intended to avoid potential future problems or issues from arising.

D. A complaint of discrimination shall be considered a confidential personnel matter. To the
extent practicable, the identity of the person(s) making the complaint and the person(s)
alleged to have acted improperly shall be kept confidential. However, in many cases, it may
be necessary to disclose facts or identities as an inherent part of conducting a review or
investigation. While efforts will be made to preserve confidentiality, once a complaint has
been made, the County will undertake an appropriate review, and considerations of
confidentiality shall be secondary to addressing and resolving any complaint. In furtherance
of its efforts to maintain a discrimination-free workplace, the County shall have the right to
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investigate and take action on a complaint even if the original complainant withdraws the
complaint.

. The Elected Official or Department Head and the Human Resource Department shall be
responsible for recommending/implementing appropriate remedial and disciplinary actions if
it is determined that inappropriate conduct occurred. Information regarding the complaint,
the results of any review or investigation, and any recommendations shall be provided to the
County official having personnel authority over the individual who violated County
discrimination policies.

. The person with personnel authority shall be responsible to take prompt and effective action
to resolve the matter. The actions taken shall be appropriate to the nature and severity of the
discriminatory actions, the impact on the victim, the work history of the alleged perpetrator,
whether the misconduct appears remediable, and other relevant factors. Elected Officials or
Department Heads shall have the option of applying a wide range of solutions including but
not limited to mandatory training/education, a corrective plan establishing specific
restrictions, directions or requirements, probation, reprimands, suspension without pay, and
termination.

. When a complaint of discrimination is received, the person receiving it shall promptly
determine what steps should be taken to protect the complaining employee from potential
further discrimination/harassment/retaliation during the time the matter is being investigated.
To accomplish this purpose, work schedules, place of work or other conditions of work may
be altered. When deemed necessary, the person accused of misconduct may be placed on
leave with pay while the matter is being investigated. Such leave shall not be considered a
disciplinary action.

. A complaint that there has been retaliation for making a discrimination/harassment complaint
or for opposing an unlawful employment practice shall be investigated and resolved using the
same processes as discrimination and harassment complaints.

If the employee who has made a complaint regarding discrimination/harassment/retaliation is
not satisfied with the resolution of the matter at the conclusion of the initial
investigation/review, the employee may appeal the matter using the procedures established
for grievances, commencing at the level of the formal written grievance.

The Human Resources Department shall maintain a record of all complaints of
discrimination received, including the complaint, the outcome of any review or investigation
and any actions undertaken following the investigation. Such records shall be treated as
confidential, but shall be available to use in identifying departments or circumstances where
training should be provided. For circumstances where the complaint has been determined to
be valid, such determination and relevant materials may also be maintained directly in the
personnel file of the individual responsible as deemed appropriate by the supervisor and
Human Resources Department. Records of discrimination complaints and investigations are
retained for confidential personnel use and shall not be available to the public.
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K. In addition to prohibiting discriminatory actions by employees, the County will also take
reasonable steps whenever it can to see that employees are not subjected to harassing or
discriminatory actions from contractors, vendors or other third parties. If such conduct is
occurring, the affected employee is required to report it to the employee’s immediate
supervisor who will determine what actions the County may be able to take to address the
inappropriate activity by others.

L. The Human Resource Department shall provide training as is appropriate and needed for
employees, supervisors, departments and all offices regarding the County’s responsibilities as
an employer under the law and the responsibilities of individual employees for proper
conduct. That training may be delivered individually or to larger groups as is appropriate.
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Section 1: Insurance, Welfare and Retirement

A. ltisthe policy of the Sweetwater County, within its financial means, to provide its
employees with various insurance, welfare and pension benefits. Information and summaries
intended to explain these benefit plans will be furnished to all plan participants and
beneficiaries on a timely and continuing basis. The Board reserves the right to modify,
amend, or terminate the insurance, welfare and pension benefits as they apply to all current,
former, and retired employees. The Board has the discretionary authority to determine
eligibility for benefits and to interpret a plan’s terms. Elected Officials are also eligible for
participation in the County’s benefits plans.

B. Eligibility: The County will provide to any and all full-time employees who desire it and
specified contract employees, a health policy within the limitations of the existing
Sweetwater County Group Policy.

1. Full time County employees are eligible for group life, health, long-term disability,
vision, and dental insurance, as available, through a County-sponsored plan.

2. Inaccordance with the pursuant to the Affordable Care Act (ACA)

3. Part-time employees, regularly working less than 30 hours per week, will not be
eligible, detailed information and forms for Sweetwater County insurance plans may be
obtained in the Human Resources Department.

C. Insurance Benefits upon Retirement: Subject to Board approval, upon retirement an
employee, Elected Official, aged sixty years, with eight (8) or more years of service, and
eligible for full retirement, either because of age, service, or “rule of 85”, may elect to
continue health insurance coverage under the County’s current group plan. However, the
insurance premium must be paid by the retired individual.

D. Any health insurance related benefits approved by the Board, will be defined in the Summary
Plan Descriptions (SPD) provided to all eligible County employees. See Human Resources
Department for additional information.

E. Changes in Employment Status: Should changes occur in marital or dependent status, the
employee must contact the Human Resources Department, as the insurance agency will need
notification within 30 days. Failure to do so may result in disciplinary action, including
liability for all or part of the insurance premium.

F. Retirement System: Full-time and part-time County employees are eligible for participation
in the County’s retirement program. This plan is offered through the State of Wyoming
Retirement System.

1. Full-time Employees: The County will contribute both the County’s share and the full-
time employee’s share of the cost, unless prohibited by statute. Detailed information on
this plan may be obtained from the Human Resources Department. Membership in the
County Retirement System is compulsory for all full-time employees.
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2.

Part-time Employees: The County will contribute the County’s share and the part-time
employee will contribute his/her share of the cost, unless prohibited by statute.
Membership in the County Retirement System is compulsory for all part-time
employees.

G. Deferred Compensation: In addition to the Wyoming Retirement System and the Social
Security Program, employees may also subscribe to the State of Wyoming Public Employees
Deferred Compensation Plan and/or other County-authorized deferred compensation plan(s).
Details on these plans are available in the Human Resources Department.

H. Social Security: Sweetwater County participates in the Federal Social Security Program.
Under this program, the employee and the County each contribute one-half of the program
costs. Social Security benefits are available under the provisions of the Social Security Act.
Detailed information on this program may be obtained from the Payroll Department.

I.  Workers’ Compensation: Sweetwater County operates under the Wyoming State Workers’
Compensation Act. An employee who is injured while on the job, and subsequently cannot
continue assigned duties for a period of time, may be eligible for compensation through the
State. Employees injured in a job-related activity must immediately contact their supervisor.
(See Ch. 8, Absence from Work).

J. Other Employment Benefits: The Board will approve other benefits from time to time and
the details will be available in the Human Resources Department.

Section 2: Continuing Education

A. Training that is required by Sweetwater County, and that is pre-authorized, shall be paid.

B. Attendance at lectures, meetings, training programs, and similar activities shall not be
counted as working hours if the following four criteria are met:

1.

2.

3.

4.

Attendance is outside of employee’s regular working hours;
Attendance is voluntary;
The course, lecture or meeting is not directly related to the employee’s job; and

The employee does not perform any productive work during such attendance.

C. Failure to Attend Required Training: Employees who choose not to attend a County-required
class or training sessions, or who do not complete a County-required class or training session,
will be subject to disciplinary action, up to and including termination.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 2 of 14



SWEETWATE

C+O*UN-T*Y

CHAPTER 7: BENEFITS

D. Record Retention: The Elected Official or Department Head will maintain records of all
education programs completed by each employee. Copies of training records will be forward
to the Human Resources Department for inclusion in the employee’s Personnel File.

Section 3: Educational Assistance

A. Sweetwater County will reimburse employees for continuing education through an accredited
program that either offers growth in an area related to his or her current position or that may
lead to promotional opportunities. This education may include college credit courses,
continuing education unit courses, seminars and certification tests that are job-related.

B. Definition: For the purposes of this policy, the term “Educational Assistance” refers to
optional training requests initiated by the full-time employee. This policy has no application
to on-the-job training, required departmental or County training, or supervisor-initiated
training. Training at the specific request or direction of the Department Head shall be paid.

C. Eligibility: To be eligible for educational assistance, employees must have regular full-time
status and at least one year of service with the County. The employee must not be eligible to
receive educational benefits from any other sources, such as grants, scholarships, etc.
However, if other sources of assistance do not cover entire cost, employee may be eligible to
apply for reimbursement through Sweetwater County, following the procedures below.

D. Eligible employees may be reimbursed only for courses of study that the County
determines are directly related to the employee’s present job or that will enhance the
employee’s potential for advancement to a position within the County and to which the
individual has a reasonable expectation of advancing.

E. Procedures: To receive reimbursement for educational expenses, employees shall follow the
procedures listed here:

1. Prior to enrolling in an educational course, the employee must provide his or her
Department Head or Elected Official with information about the course for which he or
she would like to receive reimbursement and discuss the job-relatedness of the
continuing education.

2. Only courses that are offered by pre-approved institutions of learning will be eligible
for reimbursement.

3. Written requests shall be submitted to the Board by way of the employee’s Elected
Official or Department Head.

4. A tuition reimbursement request form shall be completed by the employee, and the
appropriate signatures obtained.

5. The employee must include the cost of tuition, textbooks, registration, and laboratory
and library fees.
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A copy of the tuition reimbursement request form must be submitted to Human
Resources Department, by way of the employee’s Department Head or Elected Official.
The employee will maintain the original until he or she has completed the educational
course.

Reimbursement: Employees will be reimburse-for eligible educational assistance and
related costs, such as text books and fees, based upon a passing grade. If the employee
passes the course, costs will be reimbursed at 100%. If employee fails the course, the
employee will not be eligible for reimbursement. For purposes of this policy, a grade of
“D|” or better, is considered a passing grade. The employee will be required to provide
a certificate or transcript to confirm final pass/fail status of the course.

This approval will not be granted without a positive recommendation by the
employee’s Department Head or Elected Official.

If approved, once the course is successfully completed, the employee shall resubmit a
signed County voucher and the original tuition reimbursement request form with the
reimbursement section filled out, including appropriate signatures, as well as receipts
and evidence of a passing grade or certification attached.

The Department Head or Elected Official will coordinate the reimbursement with the
Human Resources Department. Once approved, payment will be paid from the Human
Resources Department training budget. Human Resources Department will coordinate
reimbursement with the Accounting Department.

Requests for reimbursement will not be considered if the employee did not seek and
receive prior approval.

The Board shall make the final decision.

E. Evaluation Process: The Elected Official or Department Head, and the Board may consider
the following factors in evaluating requests for educational assistance:

1.

2.

3.

4.

5.

The nature and purpose of the course of study;

The benefits to be derived by the employee and the County;
The employee’s level of responsibility and length of service;
The estimated cost; and

Any potential lost time or productivity while the employee participates in the program.

F. Reimbursement Provisions Upon Employee Termination: The following reimbursement
provisions are effective for those employees whose employment with County has ended:
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1. Employees seeking reimbursement for educational expenses must agree in writing to
repay the County in full if they leave the County voluntarily or are terminated within
six (6) months from the date of completion of the course.

2. Employees, who leave the County voluntarily or are terminated between six (6) months
and one (1) year after completing the course, must repay one half (1/2) of the amount
reimbursed.

3. Employees who are terminated during enrollment because of a reduction in force or job
elimination, or who are unable to complete an approved course because of transfer
within the County, will be reimbursed for the full amount of the costs incurred up to the
date of termination or transfer.

4. Employees will not be reimbursed for the expenses associated with the course if they
voluntarily leave the County or are terminated for reasons other than those listed above.

G. Class Attendance: Employees are expected under normal circumstances to schedule class
attendance and the completion of study assignments outside of their regular working hours. It
IS expected that educational activities will not interfere with the employee’s work, and
unsatisfactory job performance during enroliment may result in forfeiture of educational
assistance and termination of employment.

H. Failure to Attend Required Training: Employees who choose not to attend a County-required
class or training sessions, or who do not complete a County-required class or training session,
will be subject to disciplinary action, up to and including termination.

I.  Record Retention: The Elected Official or Department Head will maintain records of all
education programs completed by each employee.

Section 4: Paid Vacation

A. Vacation leave shall be granted to all full-time and part-time employees as described below.
Vacation time may be taken at any time of the year, providing the vacation does not conflict
with the workload of the department and providing further that approval is granted by the
Elected Official or Department Head and a record of the vacation time is made and
acknowledged by the employee. Within these general guidelines, Department Heads and
Elected Officials should adopt and implement departmental vacation policies and procedures
that reflect the operational needs of the department, but still provide fair and equitable
opportunities for employees to take vacation leave. A new employee does not earn vacation
leave until he or she has worked during the month. The Elected Official or Department Head
shall determine when employees will take vacations and the final determination will be
governed by the needs and requirements of the Department. Employees will be paid for the
unused vacation time upon termination or retirement.
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B. Vacation Accrual for Full-Time Employees: Exempt and nonexempt employees are entitled
to the following paid vacation accrual schedule:

1.

C.

During the first five (5) years of employment, vacation is accrued at a rate of 6.67 hours
per month, for each month worked.

After five (5) years of employment, commencing on the fifth anniversary of an
employee’s date of hire, vacation is accrued at a rate of 10.00 hours per month, for each
month worked.

After ten (10) years of employment, commencing on the tenth anniversary of an
employee’s date of hire, vacation is accrued at a rate of 13.33 hours per month, for each
month worked.

After twenty (20) years of employment, commencing on the twentieth anniversary of an
employee’s date of hire, vacation is accrued at rate of 16.67 hours per month, for each
month worked.

Eligible employees who are in service for less than one full calendar month because of
appointment or absence from duty without pay, or new employees, shall accrue
vacation leave as follows;

One through ten calendar days of service — none;

Eleven through twenty calendar days of service — %2 accrual entitlement;

Twenty-one or more calendar days of service — full accrual entitlement.

C. Regular part-time employees (exempt and nonexempt) are entitled to vacation leave which
accrues monthly. Part-time employees will accrue a pro-rated amount of vacation leave if
they work less than 173.30 hours in a given month, based on the following vacation accrual
schedule:

1.

During the first five (5) years of employment, vacation is accrued at a rate of 6.67 hours
of vacation for every 173.30 hours worked.

After five (5) years of employment, commencing on the fifth anniversary of an
employee’s date of hire: 10 hours of vacation for each 173.30 hours worked.

After ten (10) years of employment, commencing on the tenth anniversary of an
employee’s date of hire: 13.33 hours of vacation for each 173.30 hours worked.

After twenty (20) years of employment, commencing on the twentieth anniversary of an
employee’s date of hire: 16.67 hours of vacation for each 173.30 hours worked.
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D. Vacation Carryover: For purposes of vacation carryover, the year shall begin with the
employee’s date of hire, and all successive years shall continue from the employee’s date of
hire. If the available vacation is not used by the end of the year, accrued, but unused leave,
may carry over to the next year, subject to the terms of this section. The maximum carryover
values will apply:

1. During the first five (5) years of employment, the maximum vacation accrual allowed is
120 hours, which includes carryover hours and accrual hours. If the total amount of
accrued vacation time reaches 120 hours, all vacation accruals will temporarily stop.
When the total accrued amount falls below the maximum, vacation accrual will begin
again.

2. Between five (5) and ten (10) years of employment, the maximum vacation accrual
allowed is 160 hours, which includes carryover hours and accrual hours. If the total
amount of accrued vacation time reaches 160 hours, all vacation accruals will
temporarily stop. When the total accrued amount falls below the maximum, vacation
accrual will begin again.

3. Between ten (10) and twenty (20) years of employment, the maximum vacation accrual
allowed is 200 hours, which includes carryover hours and accrual hours. If the total
amount of accrued vacation time reaches 200 hours, all vacation accruals will
temporarily stop. When the total accrued amount falls below the maximum, vacation
accrual will begin again.

4. After twenty (20) years of employment, the maximum vacation accrual allowed is 240
hours, which includes carryover hours and accrual hours. If the total amount of accrued
vacation time reaches 240 hours, all vacation accruals will temporarily stop. When the
total accrued amount falls below the maximum, vacation accrual will begin again.

E. Vacation leave cannot be used until the month following its accrual.

F. In scheduling vacation leave, preference will be given to employees according to their length
of service, or in any other manner, as determined by the Elected Official or Department
Head. The Elected Official or Department Head should develop guidelines or procedures to
develop fair and equitable vacation policies.

G. Overtime hours shall not be included in determining vacation accrual. All vacation pay shall
be computed at the employee’s straight time rate of pay for the classification in which he or
she was permanently assigned at the commencement of the vacation. Employees may not
waive their right to a vacation and receive payment in lieu of taking a vacation, subject to
section H. below.

H. In the event an employee leaves the employ of Sweetwater County, including a layoff, the
employee shall receive vacation pay for all accrued and unused vacation, to be paid at the
rate for the classification that he or she was permanently assigned at the time of departure
from Sweetwater County.
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Section 5: Sick Leave

A. Sickness or Injury: Sick leave shall be granted to all full-time County employees. Part-time
and temporary County employees do not accrue sick leave. Full-time employees are subject
to the following provisions. Sick leave cannot be used until the month following its accrual.

1.

Sick leave may be used only when an employee is incapacitated due to sickness or
injury, for Family and Medical Leave (FMLA), medical, dental, optical examination or
treatment, including examinations for military service or disability payments, or when
an employee has been exposed to a contagious disease, such that attendance at work
could jeopardize the health of others;

Any leave which qualifies an employee for leave under the Family and Medical Leave
Act (FMLA) also qualifies an employee to use sick leave pursuant to this policy.

Sick leave and leave under the Family and Medical Leave Act (FMLA) may interact.
As such, employees should thoroughly review the Family and Medical Leave Act
policies contained in Chapter 8, Section 5 of this Manual.

Sick leave may also be used to attend to the medical needs of the employee’s
immediate family. For purposes of this provision, “immediate family” includes spouse,
parents and minor children, including step children, adopted children, foster children,
legal wards or a child of an employee who stands in loco parentis, or grandchildren if
the employee or employee’s spouse has legal custody. Sick Leave may also be used to
attend to the medical needs of others in accordance with the terms and conditions of the
Family Medical Leave Act and American’s with Disability Act (e.g., adult children,
grandparent, etc.)

Employees using paid sick leave shall be compensated at the employee’s applicable
wage rate at the time the leave is used.

Employees shall not accrue sick leave for those periods in which they are on an unpaid
leave of absence or receiving donated leave.

In the event an employee leaves the employ of Sweetwater County, including a layoff,
and in good standing, the employee shall be paid for one-fourth (1/4) of any remaining
accrued sick leave, at the employee’s rate of pay at the time of departure. For purposes
of this policy, an employee is considered to have left in good standing provided that
they meet the following;

a. Employee provides at least two (2) weeks of advanced notice, unless prior
arrangements have been made with the employee’s Department Head or Elected
Official.
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b. Employee has returned all County property, including County keys, uniforms, cell
phone, laptops, etc.

c. Employee has not been terminated for cause.

d. Employee has not engaged in any misconduct, including malicious conduct prior to
employee’s departure.

8. Sick leave may be used in lieu of receiving temporary total disability payments
received pursuant to an approved Workers’ Compensation claim. See Human
Resources Department for more information.

9. The use of sick leave may interact with Workers” Compensation leave, and as such,
please thoroughly review the Occupational Injury and Iliness provisions in Chapter 8 of
this Manual.

10. Upon an employee resignation, employee may only use sick leave on the last day(s) of
employment upon approval from employee’s Department Head or Elected Official.

B. Accrual Rates: Sick leave will accrue at a rate of eight (8) hours per month up to a maximum
of nine hundred sixty (960) hours.

1. Eligible employees who are in service for less than one full calendar month because of
appointment or absence from duty without pay, or new employees, shall accrue sick
leave as follows;

a. One through ten calendar days of service — none;
b. Eleven through twenty calendar days of service — four (4) hours;
c. Twenty-one or more calendar days of service — eight (8) hours.

C. Notification Requirement: An employee who intends to use sick leave should notify his or
her supervisor in advance, or as soon as possible. A request for a paid sick leave of absence,
unless an emergency, should be made at least three days in advance in writing to the Elected
Official or Department Head. Notification of absence due to sickness shall be given as soon
as possible on the first day of absence to the Elected Official or Department Head.

D. Medical Certification: If the absence is due to illness or injury of the employee or a family
member, written certification for the health care provider of the ill or injured employee or
family member verifying the need for leave is required if the absence exceeds three
consecutive days and also may be required for certain short absences. Employees who falsify
the reason for an absence may be subject to disciplinary action, up to, and including
termination. Compensation for the absence will be stopped immediately, upon verification
that the reason for the leave was false.
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E. Donation of Sick Leave:

1.

An employee is eligible to request donated leave only if he or she qualifies for leave
under the provisions of the FMLA. For additional information regarding FMLA, see
Chapter 8, Section 5. Family and Medical Leave Act.

An employee may only receive donated leave after he or she has exhausted all of his or
her own accrued leave, including sick leave and vacation leave. Because the County
provides a Long Term Disability (LTD) program for its full-time employees, no
employee can apply for or receive donated leave beyond their twelve (12) week FMLA
entitlement. That is to say, if an employee on FMLA leave has exhausted all of his or
her own sick and vacation leave before the expiration of the twelve (12) week FMLA
leave entitlement, he can request donated sick leave for the balance of the 12 week
entitlement, but not beyond, because at that point he becomes eligible to apply for the
County’s LTD policy. Any full-time employee of Sweetwater County who is unable to
work due to an injury or illness, consistent with the FMLA, is eligible to request
donated leave. Either the employee or another person on his/her behalf may make a
request for donated leave. A request for donated leave must first be made to the
employee’s Department Head or Elected Official.

After leave donated from within the employee’s own department has been exhausted,
the Department Head or Elected Official, at his/her discretion, may submit a written
request for donated leave to the Human Resources Department to solicit donations from
employees of other County departments. The Human Resources Director has the
discretion to grant or deny the request to solicit donations to other departments,
considering the estimated amount of donated leave already received through the
employee’s own department and the need for additional leave.

An employee receiving donated leave does not accrue vacation or sick leave for that
time period.

Donated leave is not available for work-related injuries or illnesses that are covered by
Workers” Compensation.

An employee may not request donated leave more than one time during a twelve-month
period, calculated from the first date an employee receives donated leave.

If an employee receives donated leave and returns to work without using all of the
donated leave, he can still use the donated leave if he has an exacerbation of the same
injury or condition, up to six (6) months after returning to work.
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Section 6: Holiday Pay

A. Sweetwater County observes the following holidays:

New Year’s Day (January 1)

Martin Luther King Day (January)

Presidents’ Day (third Monday in February)

Good Friday (1/2 day)

Memorial Day (Last Monday in May)

Independence Day (July 4)

Labor Day (First Monday in September)

Floating Holiday for Juneteenth Day (June 19) or Columbus Day (2nd Mon. in October)
Veterans’ Day (November 11)

10 Thanksgiving Day and the Friday following (Fourth Thursday and Friday in November)
11. Christmas (December 25)

12. Any other holidays, as proclaimed by the Board

©CoNoA~wWNE

B. When a holiday falls on a Sunday, it shall be observed on the following Monday. If a holiday
falls on a Saturday, it shall be observed on the preceding Friday. Regular full-time employees
are paid eight (8) straight-time hours for each holiday, except for the %2 holiday for Good
Friday, in which employees are paid four (4) straight-time hours.

C. Regular part-time employees: Regular part-time employees are paid for holidays based upon
the number of straight-time hours they are normally scheduled to work on the holiday. No
part-time employee will receive holiday pay, if he is not regularly scheduled to work that
day.

D. Any nonexempt employee who works during an approved county holiday, will be
compensated at a rate of 1.5 times his/her regular rate of pay, whether the employee will
reach the applicable FLSA overtime hours threshold or not, in addition to the holiday pay
referenced in paragraph (B.) above.

E. The Floating Holiday, authorized to be taken in observance of Juneteenth Day (June 19) or
Columbus Day (2nd Monday in October), is subject to the following restrictions:

1. One eight (8) hour holiday shall be granted to all eligible County personnel.
2. Should either of these holidays fall on a weekend, the County will observe Columbus
Day and Juneteenth on Friday or Monday; however, County operations shall be open

on both Columbus Day and Juneteenth.

3. This floating holiday must be used within the calendar year and will not be paid out
under any circumstances.

F. The Board will determine if they will approve any additional holidays by the
October/November Board meetings each year.
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Section 7: Continuation of Medical Benefits and COBRA Insurance

A. The federal Consolidated Budget Reconciliation Act (COBRA) is the legislation that
provides employees and their covered dependents the right to continue their group health
care coverage after a “qualifying event” COBRA legislation applies to Sweetwater County,
as the employer.

B. Upon termination from Sweetwater County for any reason, which is a “qualifying event”
under COBRA, an employee has the right to continue group medical coverage at group rates
as long as the employee pays the required monthly premium and provided the employee has
not been terminated for gross misconduct.

C. COBRA gives employees and their qualified beneficiaries the opportunity to continue health
insurance coverage under Sweetwater County’s health plan when a “qualifying event” would
normally result in the loss of eligibility.

D. Under COBRA, the employee will usually pay the full cost of coverage at group rates plus an
administration fee. Sweetwater County, through the third party administrator for the
County’s health plan, will provide employees with a written notice describing rights granted
under COBRA when they become eligible for coverage under Sweetwater County’s health
insurance plan.

E. COBRA continuation coverage is a temporary continuation of coverage when it would
otherwise end because of a life event, known as a “qualifying event” COBRA coverage
generally lasts up to a total of eighteen (18) months; however, if the qualifying event is death
of an employee, enrollment in Medicare benefits, a divorce or legal separation, or a
dependent child losing eligibility as a dependent child, COBRA continuation of coverage
lasts up to thirty-six (36) months. For more information, please contact the Human Resources
Department. (Note: Persons on military leave may be eligible for up to 24 months of
COBRA-like leave pursuant to the provisions of USERRA — See Chapter 8, Absence from
Work).

Section 8: Taxable Fringe Benefits

A. ltisthe policy of Sweetwater County to comply with all Internal Revenue Service (IRS) rules
governing fringe benefits.

B. Definition: The IRS defines a fringe benefit as anything of value given to an employee by the
County in addition to his/her wages or salary. The IRS requires that any fringe benefit is taxable
and must be included in an employee’s pay, unless the law specifically excludes it. In so doing,
the County will withhold FICA, Medicare and federal withholdings from the employee’s pay
for the amount of the fringe benefit and the employee will have the amount of the fringe benefit
included on his/her W-2 statement as taxable income.
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C. Examples of Common Taxable Fringe Benefits:

1. Personal Use of a County Owned Vehicle: Anytime a County vehicle is used for the
benefit of the employee, a value for the use must be determined and taxed
appropriately. The County will determine which of the approved methods of valuing
such personal use is appropriate (i.e., Cents-Per-Mile Rule, Commuting Rule, or Lease
Value Rule). This may require employees to maintain a County vehicle mileage log or
other documentation necessary to assess value to the fringe benefit. Some examples of
personal use of a County Owned Vehicle include;

a.

Commuting: Regardless of purpose, all mileage traveled in a County vehicle to or
from an employee’s home is considered personal use mileage, and therefore a
taxable benefit. All such mileage shall be reported and the value of such mileage
shall be taxed according to IRS rules and county policy. This does not apply to
clearly marked law enforcement vehicles. See Mileage Log in Appendix C, Forms.

On-Call: Except for clearly marked law enforcement vehicles, all mileage traveled
in a County vehicle to or from an employee’s home while the employee is on-call, is
considered personal use mileage, and therefore a taxable benefit. All such mileage
shall be reported and the value of such mileage shall be taxed according to IRS rules
and county policy.

Travel for the County: Regardless of purpose, all mileage traveled in a County vehicle
to or from an employee’s home is considered personal use mileage, even if the
purpose of such travel is to prepare for work related travel or returning from work
related travel (i.e., taking a County vehicle home).

Law Enforcement/Emergency Vehicles: Law Enforcement and Emergency vehicles
including, Sheriff’s Department, Fire Department, County Coroner and Emergency
Management vehicles, that are clearly marked and used to travel to and from home
or in responding to an emergency are not taxable. As well, the miles driven in
unmarked law enforcement vehicles operated by law enforcement officers and driven
to and from home and/or in response to an emergency are not taxable. However, any
other personal use is considered a taxable use and the miles must be reported in
accordance with this policy.

Transportations of Friends and Family: In general County Vehicles should not be
used for the transportation of friends and family or for other non-work related uses.
Travel for this purpose is considered a taxable use and the corresponding mileage
must be reported in accordance with this policy.

2. Uniforms and Work Clothing: Work clothing provided by the County is not taxable to
the employee if; 1) the employee must wear them as a condition of employment, and 2)
The clothes are not suitable for everyday wear. Some examples include;
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a. Police, Firefighters and other uniforms: Are not taxable, provided that the purchase
of such uniforms conforms to County policy, the uniforms are not suitable for
personal use, and the uniforms are returned when the employee leaves County
employment. A detective’s suit jacket would not qualify as a uniform since it would
be suitable for everyday wear, and therefore taxable.

b. Safety Equipment: Safety shoes, boots, safety glasses, hard hats and work gloves are
not taxable provided they are purchased in accordance with County policy and are
not suitable for everyday wear.

3. Meals: Employees, who are reimbursed for meal expenses, are considered to receive a
taxable fringe benefit, if time and circumstances permitted eating their normal meal.
Some examples of non-taxable meal reimbursement include;

a. Overnight Travel: Meal expenses reimbursed to a County employee on overnight
travel are not taxable.

b. Conference/Seminar Meals: Meals that are provided as part of the cost of a seminar
or training are not taxable.

c. Business Necessity: Meals provided to employees because of business necessity
(i.e., detention officers, firefighters working on a fire, etc.) are not taxable.

d. De Minimis Meals: Meals provided by the County that are of so little value (taking
into account how frequently they are provided) that accounting for it would be
unreasonable or administratively impractical are not taxable. This may also include
occasional meals provided to enable an employee to work overtime.

D. Questions: Please contact the payroll department or Human Resources if you have
questions about the application or interpretation of this policy.

E. Failure to Comply: Failure to comply with this policy may result in a loss of the fringe
benefit, and/or other disciplinary action, up to and including termination.
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Section 1: Attendance and Punctuality

A.

It is the policy of Sweetwater County to require employees to report for work punctually and
to work all scheduled hours and any required overtime. Excessive tardiness and poor
attendance disrupts workflow and compromises service to the public, and therefore will not
be tolerated.

Supervisor Responsibility: Supervisors shall notify employees of their starting, ending, and
break times, and ensure that employees are carrying out their assigned duties. Supervisors are
also responsible for proper recordation of employees’ work time and absences, in accordance
with the County’s payroll procedures.

Within these general policy guidelines, Department Heads and Elected Officials are
encouraged to develop specific departmental policies, which reflect the specific operational
needs of their respective departments.

Absence Notification: Employees will notify their supervisor, as far in advance as possible,
whenever they are unable to report for work, know they will be late, or must leave early.

1. The notice should include a reason for the absence and an indication of when the
employee can be expected to report for work. If the supervisor is unavailable,
notification should be made to the Elected Official, Department Head or Human
Resources Department.

2. Employees must obtain permission from their supervisor in order to leave the County
premises during working hours. In addition, employees who are frequently away from
the premises for business reasons should inform their supervisors of their whereabouts
during working hours.

Inclement Weather: Employees generally are expected to report for work during inclement
weather conditions if the County does not declare an emergency closing. Employees unable
to report to work due to inclement weather (including declared emergency closings) may, at
the discretion of the Department Head or Elected Official, be permitted to work additional or
other hours during the same workweek to make up for the lost time. If such make-up time is
not practical or permitted, such time shall be reported as either an authorized unpaid absence
or the employee may choose to use vacation or compensatory leave to cover the absence.

Authorized Absences: Employees will be compensated during authorized absences in
accordance with the policies contained in Chapter 8, Absence from Work. Nonexempt
employees will not receive compensation for time missed because of tardiness or early
departure if the time missed exceeds fifteen (15) minutes after starting time or before quitting
time.

1. Failure to notify the County properly of any absence may result in loss of compensation
during the absence and may be grounds for disciplinary action.
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2. Employees must report to their supervisor after being late or absent, provide an
explanation of the circumstances surrounding their tardiness or absence, and, when
applicable, certify that they are fit to return to work. (See in Chapter 3, Sect. 4 -
Medical Tests and Procedures)

G. Unauthorized Absences: Nonexempt employees who are delayed in reporting for work more
than 30 minutes and who have not notified their supervisor of their expected tardiness may
not be permitted to work the balance of the workday. In addition, employees who report for
work without proper equipment or in improper attire may not be permitted to work.
Employees, who report for work in a condition considered not fit for work, whether for
illness or any other reason, will not be allowed to work. (See in Chapter 3, Sect. 4 - Medical
Tests and Procedures; and in Chapter 5, Sect. 7 - Controlled Substances and Alcohol).

H. Making Up Lost Time: Nonexempt employees will not be required or permitted to work any
period of time before or after scheduled starting or quitting times for the purpose of making
up time lost because of tardiness or unauthorized absence. As approved by the Elected
Official or Department Head, employees with authorized absences, such as those resulting
from inclement weather, may be permitted to make up lost hours within the applicable
workweek.

I. Absent Without Leave: Employees who are absent from work for three (3) consecutive days
without giving proper notice to the County will be considered as having voluntarily quit. At
that time, the County will formalize the voluntary quit by advising the employee of the action
by written instrument sent to the employee’s last known address.

J. Failure to Comply with Policy: Unauthorized or excessive absences or tardiness will result
in disciplinary action, up to, and including termination. An absence is considered to be
unauthorized if the employee has not followed proper notification procedures or the absence
has not been properly approved. Generally, absences in excess of those allowed in Chapter 8,
Absence from Work, and tardiness or early departure (i.e., beyond fifteen (15) minutes of
starting or quitting time) more than three times in a three-month period are grounds for
discipline.

Section 2: Short-Term Absences

A. ltis the policy of Sweetwater County to permit employees to be absent from work on an
authorized short-term basis for a variety of reasons, other than sickness or injury, which is
addressed in Chapter 7 of this Manual. To help employees maintain their income during
certain authorized absences, the County will provide compensation in accordance with the
guidelines below.

B. Authorized Absences: If eligible, employees generally may receive compensation for the
following approved short-term absences:

1. An authorized short-term absence may be for any of the following reasons:
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C.

a. Death or funeral, in the employee’s immediate family; and,

b. Jury duty or testifying as a subpoenaed witness in a judicial proceeding;
c. Voting in local, state, or national elections;

d. Participation in the Wyoming State Legislature;

e. Administrative Leave; or,

f. Military Leave.

In order for short-term absences to be considered authorized and potentially eligible for
compensation, employees must obtain approval for the absences from their supervisor.
Employees should give their supervisor thirty days advance notice of an anticipated absence
or as much advance notice as is practicable under the circumstances.

Jury Duty or Court-Ordered Leave: All employees are eligible for a short-term absences
resulting from jury duty and testifying as a subpoenaed witness will not be charged against
an employee’s available days of paid absence. Nonexempt employees will be paid their
regular base rate for authorized absences to serve as a juror or subpoenaed witness, without
loss of vacation or sick leave. Fees received by the employee from all courts shall be
reimbursed back to the County.

Legislative Leave: For any employee who successfully ran for State Legislature prior to
November 1, 2022, the existing policy contained in Subsection 1 (Grandfather Provision)
applies. For any employee who successfully runs for State Legislature after January 1, 2023,
the policy in Subsection 2 applies.

1. Wyoming State Legislature (Grandfather Provision): Regular full-time employees who
are members of the Wyoming State Legislature shall be granted leave with pay to serve
in the legislature without loss of vacation or sick leave. Request for leave must be made
in writing by the employee and presented to the Elected Official or Department Head at
least thirty days prior to the effective date of such leave, except in an emergency.

2. Wyoming State Legislature: Regular full-time employees who have been duly elected
and certified as members of the Wyoming Legislature shall be given leave to attend
regularly called sessions of the legislature, special sessions of the legislature, or such
other official meetings of the legislature or committees of the legislature, with the
following provisions:

a. Request for leave must be made in writing by the employee and presented to the
Elected Official or Department Head at least thirty days prior to the effective date
of such leave, except in an emergency.
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b. Employee shall receive compensation from Sweetwater County based on the
employee’s regular work schedule, however, salary received for legislative service,
but not reimbursement for expenses, shall be reimbursed back to Sweetwater
County or withheld from employee’s paycheck, otherwise the employee is receiving
two salaries for the same day’s service or “double dipping”. If employee chooses to
have legislative salary withheld from his paycheck, employee will be required to
provide paystub of other documentation from the legislature.

c. Employees shall not be required to use vacation or comp leave for legislative leave.

d. While on legislative leave, employees shall continue to accrue vacation and sick
leave.

e. Time taken to seek election or reelection to the legislature is not eligible for
legislative leave consideration.

F. Administrative Leave: Any employee may be placed on paid Administrative Leave, pending

the outcome of an investigation with the Human Resources Director, for employment related
reasons including, but not limited to workplace investigations. The duration of this leave is
variable, depending on the amount of time required to complete the investigation.

. Military Leave: See Chapter 8, Section 4 Military Leave of Absence.

. Bereavement Leave: Regular full-time employees are eligible for bereavement leave in the
event of death of a member of the immediate family. The employee shall be entitled to three
days (based on an 8-hour day) of paid bereavement leave for funeral arrangements and
attendance. Additional time may be authorized by the Department Head or Elected Official,
however such time shall be unpaid or the employee may be permitted to use paid vacation
leave or compensatory leave, if the employee has accrued such time. The Elected Official or
Department Head may request proof of the death and/or relationship.

1. For purposes of the bereavement leave policy, “immediate family” is to include:
spouse, children, including step children and adopted children, grandchildren, parent,
grandparent, brother, sister, aunt, uncle, father-in-law, mother-in-law, brother-in-law,
and sister-in-law, son-in-law and daughter-in-law.

2. Elected Officials and Department Heads may grant additional unpaid bereavement
leave for other family members or friends. If additional bereavement leave is granted,
the employee may choose to use vacation or compensatory time.

Voting: All employees are entitled to vote at any special, primary or general election in
which they are eligible. To comply with W.S. § 22-2-111, all employees will be given one
hour to vote during the day of the election. The hour will be at the convenience of the
County, as determined by the Elected Officials, Department Heads or supervisors.

Section 3: Occupational Injury or lllness Leave
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A. Itis the policy of Sweetwater County to comply with all applicable federal and state
Workers” Compensation Act regulations. Employees and supervisors are expected to comply
with all workers’ compensation requirements whether established by the County or by
federal, state, or local law.

B. Definition of Injury: Pursuant to W.S. § 27-14-102(a)(xi): “*Injury’ means any harmful
change in the human organism other than normal aging and includes damage to or loss of any
artificial replacement and death, arising out of and in the course of employment while at
work in or about the premises occupied, used or controlled by the employer and incurred
while at work in places where the employer's business requires an employee's presence and
which subjects the employee to extra-hazardous duties incident to the business.”

C. Reporting Procedures: The following actions will be taken/followed on all accidents,
illnesses or injuries being submitted as a Workers’ Compensation claim.

1.

Employee Responsibility: Employees have the following responsibilities when a work-
place accident, illness or injury occurs:

a.

An injured employee must report all accidents/injuries to his/her supervisor as soon
as possible, but no later than 72 hours.

Within ten (10) days after the accident, injury or illness and after notification has
been made to the supervisor, an employee must complete an employee’s injury report
form. An injury report form can be obtained in the Human Resources Department.

Supervisor Responsibilities: To determine the facts and take corrective action and to
prevent recurrence, within three (3) days of the accident/injury the supervisor will:

a.

Notify the appropriate departmental officials, such as, the Elected Official or
Department Head and the Human Resource Director.

Investigate the incident and complete an internal accident/incident report to include
findings and recommendations, if any. A copy of this report shall be forwarded to the
Human Resources Department. The accident investigation must confirm that the
injury was job-related or the County may consider a challenge to the employee’s
claim.

The Human Resources Department will file an employer’s injury report to the
Division of Workers Compensation within 10 days.

D. Medical Certification of Occupational Injury or Illness: If an employee is unable to return to
work due to an occupational injury or illness, the employee or the employee’s representative
must provide written certification from the health care provider to the employee’s Elected
Official or Department Head and the Human Resources Department. Medical re-certification
may be requested if the absence is for an extended period of time.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 5 of 18



SWEETWATE

C+O*UN-T*Y

CHAPTER 8: ABSENCE FROM WORK

E. Periodic Status Reports: An employee who is unable to work due to an occupational injury or
illness will be required to furnish his/her supervisor, as well as the Human Resources
Department with periodic reports every thirty (30) days regarding his/her status and intent to
return to work.

F. Payroll Procedures: An employee who is absent from work due to an occupational injury or
illness arising out of and in the course of his/her employment shall be paid his/her regular
wages for a maximum of 173 hours, subject to the following terms:

1.

The injury must be compensable under Wyoming State Workers' Compensation Act, i.e.,
eligible for medical and disability benefits, such as Temporary Total Disability (TTD)
benefits.

As the employee will receive full wages from the County for the first 173 hours of a
compensable injury, he is not eligible for Temporary Total Disability (TTD) benefits with
the Division of Workers’ Compensation for the first 30 days.

If the employee receives Temporary Total Disability (TTD) benefits from Workers’
Compensation for any portion of the first 173 hours, the employee shall reimburse the
County for the amount of TTD benefits paid to the employee.

An employee will continue to accrue leave benefits for the first 173 hours of absence
using paid WC leave.

After an employee has exhausted the 173 hours paid Workers Comp Leave, an
employee may waive Temporary Total Disability (TTD) benefits from Wyoming
Workers Compensation and elect to use own accrued sick or vacation leave.

Employee will continue to accrue leave benefits if using own accrued leave during
absence.

Employee will not earn leave benefits, if employee is on unpaid leave of absence and
receiving TTD benefits from Wyoming Workers Compensation.

Intermittent use of Workers’ Compensation Leave — i.e., using 1 day of workers’
compensation leave for a doctor appointment is allowed.

If it is determined that the injury is not compensable under the Wyoming State Workers’
Compensation Act, the employee’s absence will be charged to any accrued leave the
employee has available, including any sick leave and vacation leave. If the employee
chooses, he may use any accrued compensatory leave. If employee does not have any
accrued leave available, his absence will be unpaid, unless he receives donated leave,
pursuant to Chapter 7, Section 4 (e).
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10. Leave donations are not allowed under this policy, if it is determined that the injury is
work-related and compensable under Workers’ Compensation.

G. Returnto Work Status: An employee who is released to return to work must provide a medical
release from his health care provider to his/her Department Head or Elected Official and the
Human Resources Department. The release should include the following information:

1. Date employee is able to return to work;
2. Restrictions, if any; and,
3. Anticipated date employee will receive a full release to return to work.

H. Modified Job Program: An injured employee may be entered into a modified job program,
i.e., light duty, restricted duty, or part-time duty, when the attending physician recommends

such, and if the Department Head or Elected Official agrees.

I. FMLA: Anemployee who is unable to return to work due to an occupational injury or illness
may also be eligible for FMLA leave. See Chapter 8, Section 5 Family and Medical Leave Act.

J. Violations: Violations of this policy may result in disciplinary action, up to and including
termination. (See Chapter 5, Employee Conduct)

Section 4: Military L eave of Absence

A. ltis the policy of Sweetwater County to grant County personnel military leave in accordance
with the Service members Civil Relief Act (SSCRA) of 2003, as amended, 50 U.S.C. 501 et
seq., the Uniformed Services Employment and Reemployment Rights Act, (USERRA) 43
U.S.C. 4301 et seq., and Public Law 103-353, and any other applicable state and federal law.
Sweetwater County is committed to protecting the job rights of employees absent on military
leave.

B. Non-discrimination: It is the County’s policy that no employee be subjected to
discrimination on the basis of that person’s membership in or obligation to perform service
for any of the Uniformed Services of the United States. Specifically, no person will be denied
employment, reemployment, promotion, or other benefit of employment on the basis of such
membership. Furthermore, no person will be subjected to retaliation or adverse employment
action because such person has exercised his or her rights under this policy. If any employee
believes that he or she has been subjected to discrimination in violation of this policy, the
employee should immediately contact the Human Resources Department or the County
Attorney’s office if a Human Resources representative is unavailable or unable to be of
assistance. The law provides protections for members of the uniformed services. This
includes all branches of the military, the U.S. Public Health Service and the National Disaster
Medical Service.
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C. Request for Leave: Employees required to be absent to perform military services should
provide as much advance notice as possible to their Department Head or Elected Official and
the Human Resources Department.

D. Military Leave Benefits: An employee who is absent on authorized military leave, as
verified by issued military orders, shall be eligible for military leave subject to the following
provisions:

1.

Paid Military Leave: In accordance with W.S. 8 19-11-108(a), eligible County
employees, will be given a military leave of absence, with pay, at the regular salary or
wage, not to exceed fifteen (15) calendar days in one (1) calendar year.

Salary/Wage Differential: A County employee whose military pay is less than that
which he would have earned working for the County, will be eligible to receive
differential pay. Differential pay is determined by taking the difference between an
employee’s regular monthly pay at straight-time and his monthly base pay in the
uniformed services. For part-time County employees, the regular County wage will be
determined by taking the average of the employee’s gross wages for the last three (3)
months. In order to receive differential pay, an employee must submit verification of
wages from the military, in the form of a Leave and Earnings Statement (LES).
Differential pay will be processed by the payroll department, as soon as practicable.

Use of Accrued Leaves: Pursuant to W.S. § 19-11-107(b), a County employee at his
option may use any amount or combination of his accrued paid military leave, vacation
or compensatory leave standing to his credit during the period of service in the
uniformed services.

Health Insurance Benefits: Pursuant to W.S. 8 19-11-109, a County employee who
receives notification that he/she will be on Military Leave may elect to continue his/her
County health insurance benefits by agreeing to pay the employee contribution amount
which had been previously deducted from his/her compensation. It will be the
employee’s responsibility to remit prompt payment of employee contributions to the
Sweetwater County Clerk’s office. Should an employee elect not to continue his/her
County health insurance while on Military Leave, the County will provide timely
COBRAJ/USERRA noatification, as required by law.

Supplemental Insurance Programs: In accordance with plan policies and plan
availability, any employee on Military Leave and participating in the County-sponsored
supplemental insurance programs shall have the right to maintain the plan coverage by
furnishing, directly to the County, the premium payments, which had been previously
deducted from the employee’s compensation. It is the employee’s responsibility to
notify the insurance agency of his election to continue supplemental insurance coverage
at the time he enters service in the uniformed services.

Wyoming Retirement System: During an employee’s absence for military leave, all
contributions to the state retirement plan will be discontinued. Upon reemployment
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with the County, the County will make a lump sum contribution to the Wyoming
Retirement System for amounts equal to that which would have been contributed, had
the employee not been absent due to active military leave.

Vacation and Sick Leave Accruals: During an employee’s absence, vacation leave and
sick leave will cease to accrue. Upon reemployment, vacation leave and sick leave
accruals will be credited in the amount equivalent to that, which the employee would
have earned during the period of service in the uniformed services. If an employee has
reached his or her maximum vacation leave accrual limits as a result of being credited
his/her earned leave accruals, an employee will have a period of six (6) months to
reduce his accrued vacation leave to below the maximum accrual limit. The employee
must coordinate this reduction through his/her supervisor and the Human Resources
Department. For additional information on leave accrual limits, see Ch. 7: Employee
Benefits.

Deferred Compensation Program(s): After re-employment, an employee may be
eligible to make additional deferral contributions in accordance with the deferred
compensation plans. Contact the Human Resources Department for additional
information.

E. Reemployment Rights: Upon an employee’s prompt application for reinstatement (as
defined below), an employee will be reinstated to employment in the following manner
depending upon the employee’s period of military service:

1.

If service is less than 31 days (or for the purpose of taking an examination to determine
fitness for service) - the employee must report for reemployment at the beginning of the
first full regularly-scheduled working period on the first calendar day following
completion of service and the expiration of eight (8) hours rest and after a time for safe
transportation back to the employee's residence.

If service is for 31 days or more, but less than 180 days - the employee must submit an
application for reinstatement to the appropriate Elected Official, or Department Head,
no later than fourteen (14) days following the completion of military service.

If service is for more than 180 days - the employee must submit an application for
reinstatement to the appropriate Elected Official, or Department Head, no later than
ninety (90) days following the completion of military service.

If the employee is hospitalized or convalescing from a service-connected injury - the
employee must submit an application for reinstatement to the appropriate Elected
Official or Department Head no later than two years following completion of service.

Upon reinstatement, the employee has the same rights with respect to accrued and
future seniority, status, efficiency rating, vacation, sick leave and other benefits as if he
had been actually employed during the time of leave.
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6.

10.

11.

12.

Documentation: The employee shall, upon the employee’s reinstatement, provide the
County with military discharge documentation (DD214) that establishes the length and
character of the employee's military service.

No employee reinstated shall be removed or discharged within one (1) year thereafter
except for cause, after notice and hearing, however, this shall not operate to extend a
term of service or office limited by law.

The employee will be protected against reduction in his seniority, status or pay during
his employment. However, any reductions made for all employees whose employment
situations are similar may be made to the employee returning from the military duty.

Health Insurance Reenrollment: Upon returning from active duty, an employee shall be
eligible to reenroll in the County’s health insurance benefits program.

FMLA Eligibility: Time on military leave (paid and unpaid) is included in calculating
both the twelve (12) month service requirement and the 1,250-hour work requirement
for purposes of the Family and Medical Leave Act.

The right of an employee to reemployment shall not entitle such employee to retention,
preference, or displacement rights over any employee with a superior claim relating to
veteran status or other preference eligible.

County-Issued Keys and Equipment: It is mandatory for an employee called to active
duty to return all keys to the County Facilities Manager, before leaving for duty. A
discussion with the employee’s supervisor will determine if the employee will be
required to return County-issued equipment.

F. Exceptions to Reemployment: In addition to the employee's failure to apply for
reemployment in a timely manner, an employee is not entitled to reinstatement as described
above if any of the following conditions exist:

1.

The County’s circumstances have so changed as to make reemployment impossible or
unreasonable.

If an employee, either with or without accommodation, is unable to perform the
essential functions of the job.

The employee's employment prior to the military service was for a non-recurrent period
and there was no reasonable expectation that the employment would have continued
indefinitely or for a significant period.

The employee did not receive an honorable discharge from military service.

The employee’s military service, with respect to the County, exceeds five (5) years plus
any period of additional service imposed by law.
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6. The position has been abolished or the term thereof, if limited, has expired.

7. The employee is not physically or mentally disabled from performing the duties of the

position. The alternate position of "like seniority, status and pay" is given when the
returning employee is physically disabled from performing the former job by the
military service.

Section 5: Family and Medical Leave

A. ltis the policy of Sweetwater County to comply with all applicable laws and provisions of
the federal Family and Medical Leave Act (“FMLA”). This policy outlines the FMLA’s
requirements, including the rights and obligations of employees, notification requirements,
and the County’s obligations.

B. The FMLA requires private employers with 50 or more employees and all public agencies,
including state, local, and federal employers, and local education agencies (schools), to
provide eligible employees up to twelve (12) weeks of unpaid, job-protected leave in any
twelve (12)-month period for certain family and medical reasons. The twelve (12) -month
period is a rolling period measured from the date a leave begins, forward.

C. Employee Eligibility: The FMLA defines eligible employees as:

1.

2.

Employees who have worked for the County for at least twelve (12) months;

Employees who have worked for the County for at least 1,250 hours in the previous
twelve (12) months, and;

Employees who have worked at or report to a worksite which has 50 or more
employees or is within 75 miles of worksites that together have a total of 50 or more
employees.

D. Leave Entitlement: Eligible employees may take leave for the following reasons:

1.

To care for the employee’s child upon birth or to care for a child upon the child’s
placement with the employee for adoption or foster care.

To care for a parent, spouse, or child with a serious health condition.

When the employee is unable to work because of the employee’s own serious health
condition.

The spouse, son, daughter or parent of the employee is on active duty or has been
notified of an impending call or order to active duty in support of a contingency
operation.
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5. An eligible employee who is the spouse, son, daughter, parent or next of kin of a
qualified service member shall be entitled to a total of twenty-six (26) workweeks of
leave during a twelve (12) month period to care for the service member. The leave
described in this paragraph shall only be available during a single twelve (12) month
period

6. Spouses employed by the same employer are jointly entitled to a combined leave of
twelve (12) workweeks of family leave to care for a parent who has a serious health
condition. However, each spouse may take up to twelve (12) workweeks of leave to
care for a child or a spouse with a serious health condition.

E. Serious Health Condition: According to the FMLA, a “serious health condition” means an
illness, injury, impairment, or physical or mental condition that involves:

1. Inpatient care (i.e., an overnight stay), including any period of incapacity or any
subsequent treatment in connection with the inpatient care;

2. “Continuing treatment” by a health care provider is defined as a period of incapacity of
more than three (3) consecutive calendar days and any subsequent treatment or period
of incapacity relating to that condition that also involves:

a. Treatment two (2) or more times, within a thirty (30) day period unless extenuating
circumstances exist, by a health care provider or a health services provider under the
health care provider’s direct supervision, with the first in-person visit occurring within
seven (7) days of the onset of the condition; or

b. Treatment by a health care provider on at least one (1) occasion that results in a
regimen of continuing treatment under the supervision of the health care provider.

F. Birth, Adoption, or Foster Care of Children: FMLA leave for the birth or placement for
adoption or foster care must conclude within 12 months of the birth or placement. In
addition, spouses employed by the same employer are jointly entitled to a combined leave of
twelve (12) workweeks of family leave for the birth or placement of a child for adoption or
foster care.

G. Intermittent or Reduced Work Schedule Leave: In certain circumstances, eligible employees
may take FMLA leave intermittently (for example, in blocks of time) or by reducing their
work schedule. If FMLA leave is to care for a child after the birth or placement for adoption
or foster care, employees may take their FMLA leave intermittently or on a reduced work
schedule only with permission from the Elected Official or Department Head. If the FMLA
leave is because of the employee’s serious illness or to care for a seriously ill family member,
the employee may take the leave intermittently or on a reduced work schedule if it is
medically necessary.

Sweetwater County Employee Manual — Approved 12/20/2022
Page 12 of 18



SWEETWATE

C+O*UN-T*Y

CHAPTER 8: ABSENCE FROM WORK

H. Notice and Certification: Employees who want to take FMLA leave ordinarily must provide
the County at least thirty (30) days notice of the need for leave, if the need for leave is
foreseeable. If the employee’s need is not foreseeable, the employee should give as much
notice as is practicable. When leave is needed to care for an immediate family member or for
the employee’s own illness and is for planned medical treatment, the employee must try to
schedule treatment in order to prevent disruptions of the County’s operations.

1. In addition, employees who need to take leave for their own or a family member’s
serious health condition must provide medical certification from a health care provider
of the serious health condition within fifteen (15) calendar days or as soon as otherwise
practicable. Failure to provide such certification may result in delay or denial of leave
pursuant to this policy.

2. The County also may require a second or third opinion (at the County’s expense),
periodic re-certifications of the serious health condition, and, when the leave is a result
of the employee’s own serious health condition, a fitness for duty report to return to
work.

3. The County may delay leave to employees who do not provide proper advance notice
of the foreseeable need for leave. The County also may delay or deny approval of leave
if there is incomplete or insufficient medical certification. Failure to provide such
certification may result in delay or denial of leave pursuant to this policy.

I. Benefits during FMLA Leave: Employees taking leave under the FMLA are entitled to
receive health benefits during the leave at the same level and terms of coverage as if they had
been working throughout the leave. Employees will be responsible for paying the employee
contribution for health insurance while on leave. If an employee chooses not to return to
work from FMLA leave, the County may be entitled to recover said contributions the County
paid to maintain health coverage for the employee during the leave.

1. The employee must use any accrued paid vacation and sick days during FMLA leave.

2. An employee may elect to use own accrued sick or vacation leave if they elect to waive
Temporary Total Disability benefits through Workers Comp.

3. Benefits that accrue according to length of service, such as paid vacation, and sick
leave, do not accrue during periods of unpaid or donated leave of absence.

4. After exhausting all accrued paid leave, the employee may apply for donated leave
pursuant to the policies and procedures contained in Chapter 7, Section 4 (E).

5. If an employee does not have available leave and is not authorized to take FMLA leave,
yet the employee still chooses to take leave, the employee may be regarded as absent
without leave under County policies (Chapter 5) and subject to appropriate disciplinary
action.
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J. Job Restoration after FMLA Leave: The County will reinstate an employee returning from
FMLA leave to the same or equivalent position with equivalent pay, benefits, and other
employment terms and conditions, as required by law.

1.

An employee on FMLA leave does not have any greater right to reinstatement or to
other benefits and conditions of employment than if the employee had been
continuously employed during the FMLA leave period.

If the same job or one of equivalent status and pay is not available as a result of a
reduction in force, the employee will be treated in the same manner as though he/she
had been actively employed at the time of the reduction in force. (See Chapter 9, Layoff
and Recall)

Certain highly compensated key employees also may be denied reinstatement when
necessary to prevent “substantial and grievous economic injury” to the County’s
operations. A “key” employee is an eligible salaried employee who is among the
highest paid ten percent of employees within 75 miles of the worksite. Employees will
be notified of their status as a key employee, when applicable, after they request FMLA
leave.

K. Provisions for Exempt Employees: Under an exception to the Fair Labor Standards Act
(FLSA) in the FMLA regulations, hourly amounts may be deducted for unpaid leave from
the salary of executive, administrative, and professional employees who are exempt from the
minimum wage and overtime requirements of the FLSA, and records of leave may be kept
for those employees, without affecting the employee’s exempt status. This special exception
to the “salary basis” requirements for the FLSA’s exemptions extends only to eligible
employees’ use of leave required by the FMLA.

L. Service Member Family Leave: Pursuant to the National Defense Authorization Act for
Fiscal Year 2008, additional leave is granted to employees who have a parent, spouse, child
or next of kin serving in the Armed Forces, including the National Guard and Reserves.

1.

If you are an employee who is otherwise eligible to take leave under the Family and
Medical Leave Act (FMLA), you may be eligible for military family leave under the
2008 amendments to the law. There are two types of leave available.

Under the new “active duty” leave, Sweetwater County will grant you leave for up to
twelve (12) weeks per year because of “any qualifying exigency” defined below, and
arising out of the fact that your spouse, son, daughter or parent is on active duty, or has
been notified of an impending call to active duty status, in support of a contingency
operation.

Under the new “military caregiver” provisions, Sweetwater County will grant military
caregiver leave for up to 26 weeks in a single twelve (12) month period to an eligible
employee who is the spouse, son, daughter, parent or next of kin of a covered service
member, who is recovering from a serious illness or injury sustained in the line of duty
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on active duty, in order to care for the service member. “Next of kin” is defined as “the
nearest blood relative” of the service member. The term “serious illness or injury” is
defined as one that renders the service member medically unfit to perform the duties of
the member’s military position. The covered service member is one who is undergoing
medical treatment, recuperation or therapy; is otherwise in outpatient status; or is
otherwise on the temporary disability retired list due to the injury or illness. You are
entitled to this military caregiver leave intermittently or continuously, but only during “a
single 12 month period.” If you take this military caregiver leave, any leave you have
used of your 12 weeks allotment for other FMLA leave will be deducted from the 26
week period.

If you desire a leave pursuant to these military leave provisions of the FMLA, you must
follow similar procedures for application and notice of leave as are used for other
FMLA leave.

When the request is for “active duty” leave because of a qualifying exigency, you must
submit an application advising why the leave is needed and you should provide notice
as soon as reasonable and practicable.

If a request is for “military caregiver” leave and the leave is foreseeable, such as for a
planned medical treatment, you must submit the application for leave not less than 30
days before the date the leave is to begin. You should attempt to schedule your leave so
as not to disrupt business operations. When the need for leave is not foreseeable, you
must submit the application as far in advance of the date the leave is to begin as is
practicable.

A leave pursuant to the military family leave provisions may be taken on an
intermittent (rather than on an uninterrupted) basis or on a reduced schedule if
medically necessary because of the health condition of the service member who is your
spouse, child, parent or next of kin.

Qualifying Exigencies: Sweetwater County will regard the following activities as
qualifying exigencies to satisfy the requirements for active duty leave:

a. Attending official ceremonies or programs where the participation of the family
member is requested by the military.

b. Attending to farewell or arrival arrangements for a service member.

c. Attending to affairs caused by the missing status or death of a service member.

d. Making arrangements for childcare or elder care.

e. Making financial and legal arrangements to address the service member’s absence.

f. Other events may qualify in Sweetwater County’s sole discretion.
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Verification or Certification: When the application for leave is because of a qualifying
exigency due to the service member’s active duty, the application should state the
nature of the relationship of the employee to the service member and the employee
should attach to his/her application for leave verification of the service member’s call-
up or active duty and the reason for the request. If not immediately available, the
employee should provide the verification as soon as practicable. If the employee is
unable to provide verification, Sweetwater County may deny FMLA designation for the
leave. However, Sweetwater County retains the right, in its sole discretion, to designate
any leave as FMLA leave retroactively upon receipt of verification.

When the application for leave is for military caregiver leave, the application should
state the nature of the relationship of the employee to the service member and must
have attached to it a written certification from the health care provider or from any
authorized military health care provider, for the injured service member. If not
immediately available, Sweetwater County may, in its sole discretion, permit an
eligible employee, to commence an FMLA leave; however, the employee must provide
the required certification within five (5) business days or Sweetwater County may deny
FMLA designation to the leave. However, Sweetwater County retains the right, in its
sole discretion, to designate any leave as FMLA leave retroactively upon receipt of a
certification.

As with current certifications for other medical leave under the FMLA, the written
certification should state: (1) the date on which the serious health condition
commenced; (2) the probable duration of the condition; (3) the appropriate medical
facts regarding the condition and its duration; and (4) that the covered service member
is medically unfit to perform the duties of the member’s office, grade, rank or rating.

Conditions: Any conditions applicable to current FMLA leave, such as potential
transfers to alternative positions, are applicable to military family leave.

If an employee and the employee’s spouse are both employed by Sweetwater County
and both of them are taking leave because of a qualifying exigency and any of the other
FMLA leave, both of them are entitled to a combined total of 12 weeks of leave, rather
than 12 weeks each.

If an employee and the employee’s spouse are both employed by Sweetwater County,
and both of them are taking military caregiver leave and any other FMLA leave, both of
them are entitled to a combined total of 26 weeks of leave, rather than 26 weeks each.
Limitations of 12 weeks for any leave other than military caregiver leave are still valid.

An employee’s health insurance benefits will be continued under the same terms as
they were offered before the employee took leave. Sweetwater County will pay all
premiums due if you are unable to do so during your FMLA leave; however, such
premiums must be re-paid to Sweetwater County once you have returned to work. If,
during the military FMLA leave, you indicate that you do not intend to return to work
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or if after completion of the leave you do not to return to work, you will be required to
reimburse Sweetwater County for the cost of payments made to maintain your benefits
during the leave.

Paid leave, if available, is required to be used during military FMLA leave under the
same terms and conditions as for any FMLA leave. After exhausting all accrued paid
leave, the employee may apply for donated leave pursuant to the policies and
procedures contained in Chapter 7, Section 4 (E). If paid leave is unavailable, unpaid
military FMLA leave is still available to an eligible employee. If an employee does not
have available leave and is not authorized to take FMLA leave, yet the employee still
chooses to take leave, the employee may be regarded as absent without leave under
County policies (Chapter 5) and subject to appropriate disciplinary action.

The above provisions that apply to regular FMLA leave shall also apply to leave for the
purposes of the above-described service member family leave for family members
serving in the military. For example, the requirement that the leave would be paid leave
until the employee’s accrued vacation and sick leave are exhausted, and that the
employee’s benefits would be maintained, subject to the employee paying his or her
portion of the cost for health insurance are applicable to the leaves described in this
section.

Up to twenty-six (26) workweeks of leave is available to the employee to care for
relatives in the Armed Forces who are undergoing medical treatment, recuperation or
therapy, and who are otherwise in an outpatient status or on the temporary disability
retired list, due to a serious injury or illness that occurred while on active duty.

Definitions:

a. “Outpatient status” refers to the status of a member of the Armed Forces assigned to
a military medical treatment facility as an outpatient, or to a unit established for the
purpose of providing command and control of members of the Armed Forces
receiving medical care as outpatients.

b. *“Next of kin,” as used in respect to an individual, is defined as the nearest blood
relative of that individual.

c. “Serious injury or illness” has a distinct meaning for the leave that is taken under
the above paragraphs. It means an injury or illness incurred by the member of the
Armed Forces (including members of the National Guard and Reserves) in the line
of duty on active duty in the Armed Forces that may render the member medically
unfit to perform the duties of the member’s grade, rank, or rating.

Employees who request leave to assist or care for a relative in the Armed Forces who is
seriously ill or injured shall provide to their Department Head or Elected Official the
following information:
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a. The name and address of the injured or ill relative;

b. A statement describing how the injured or ill soldier, sailor or airman is related to
the employee; and

c. The branch of the Armed Forces that the injured or ill relative is a member.
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Section 1: The General Policy

A. ltisthe policy of Sweetwater County that, if a reduction in employment is necessary due to a
decrease in work or funding, layoffs and recall from layoffs will be conducted according to
the following general guidelines.

1. These policies are intended to apply to those positions hired pursuant to the authority of
the Sweetwater County Board of County Commissioners. However, Elected Officials
are encouraged to develop similar policies within their respective departments, being
mindful of the legal requirements, operational priorities, fairness to employees, and
other factors to consider in evaluating whether or not a layoff is in the public interest.

B. Before considering a layoff, the County will thoroughly exhaust all available alternatives to a
layoff, in recognition of the profound impacts the loss of employment has on employees,
their families and the community. The alternatives to a layoff may include:

1. Cost reduction (i.e., reducing expenses).

2. Increase revenue through grants, fees and other sources.

3. Hiring freeze in conjunction with attrition.

4. Early retirement incentives.

5. Voluntary layoffs.

C. Notice Requirements: In the event that a layoff is expected, the County will attempt to
communicate information about an impending layoff as early as possible, given the
circumstances.

D. Nonexempt Employee Layoff Selection: Nonexempt employees (those employees who are
covered by the minimum wage and overtime provisions of the FLSA) within each affected
unit typically will be selected for layoff in the following order:

1. Probationary period employees.

2. Temporary employees.

3. Part-time employees.

4. Full-time employees will be laid off last, based on their length of service and their
demonstrated ability to perform the available work.

5. Contract employees will be laid off pursuant to an evaluation of contract terms and an
assessment of the necessity of the services provided under the contract.
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E. Exempt Employee Layoff Selection: Exempt employees within each affected unit typically
will be selected for layoff based on evaluation of the following criteria:

1. Demonstrated current and past performance;
2. Promotion potential and transferability of skills to other positions within the unit; and,
3. Length of service with the County.

4. Contract employees will be laid off pursuant to an evaluation of contract terms and an
assessment of the necessity of the services provided under the contract.

F. Employee Length of Service: An employee’s length of service is measured from the original
date of employment with the County, as long as there had not been a break in service greater
than 30 calendar days. During a layoff, employees with breaks in service greater than 30
calendar days, but less than one year per break, are credited only for their time actually
worked, i.e., the break time does not get counted unless required by law. Employees with a
break in service greater than one year receive credit for service only from their most recent
date of hire with the County.

G. Departmental Based Layoffs: At the discretion of the Board, any layoff may be done on a
departmental basis rather than a County-wide basis.

H. Layoff Recall: Employees who are laid off will be maintained on a recall list for six months
or until the Department Head determines that no employees will be recalled. Removal from
the recall list terminates all job expectations the employee may have. While on the recall list,
employees should report to the Human Recourses Department if they become unavailable for
recall. Employees who do not keep a current home address on record with the Human
Resources Department will lose their recall rights.

1. Employees will be recalled according to the County’s business needs, their
classification, and their documented past performance on the job, and their ability to
perform the job.

2. Notice of recall will be sent by registered mail, return receipt requested, to the current
home address on record with the Human Resources Department.

3. Unless an employee responds to the recall notice within fifteen (15) calendar days
following receipt of the notice, or its attempted delivery, the employee’s name will be
removed from the recall list and the employee will no longer have any legitimate job
expectations with the County.

I.  Vacation Provisions during Layoff: Any accrued unused leave will be paid out to the
employee upon layoff, according to vacation, sick and compensatory leave policies contained
in this Manual.
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Section 1: Scope

A. The intent of this chapter is to provide a process through which County employees may have
their complaints/grievances addressed. However, this policy does not provide an avenue for
complaints/grievances arising from the policies/procedures adopted exclusively within the
authority of an Elected Official.

Section 2: Policy

A. ltis the policy of Sweetwater County that County employees should have an opportunity to
present their complaints/grievances, arising from the application of this Manual, through a
dispute resolution procedure. The County will attempt to promptly resolve all
complaints/grievances that are appropriate for handling under this policy.

B. Definition: An appropriate complaint/grievance is defined as an individual’s expressed
concern regarding any interpretation or application of this manual by Elected Officials,
Department Heads, management, supervisors, or other employees. All disciplinary matters,
including decisions to verbally reprimand through and including decisions to terminate,
are not subject to this section. Any complaints of unlawful discrimination or sexual
harassment should be reported and handled pursuant to the policies and procedures contained
in Chapter 6. Examples of matters that may be considered appropriate complaints/grievances
under this section include:

1. A belief that County policies, practices, rules, regulations, or procedures have been
applied unreasonably to an individual.

2. Treatment considered unreasonable by an individual, such as coercion, reprisal,
harassment or intimidation.

3. Unreasonable administration of County benefits or conditions of employment such as
scheduling, vacations, fringe benefits, promotions, retirement, holidays, performance
review, salary, or seniority.

4. Employee safety.

Section 3: Procedures

A. The dispute resolution procedure is comprised of four (4) steps as described below.

1. Step One - Informal Discussion: The employee is responsible for presenting the
complaint/grievance to the Elected Official or Department Head responsible for
supervising said employee within fifteen (15) calendar days of the action forming the
basis of the complaint/grievance. The Elected Official or Department Head will attempt
to resolve the matter with the employee.
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a.

Informal discussions between the employee and his or her Elected Official or
Department Head are required before moving to Step 2. If, either the Elected
Official or the Department Head are the subject of the complaint/grievance, the
employee may follow the procedure provided in Step 3.

The Elected Official or Department Head is responsible for evaluating the
employee’s complaint/grievance to determine compliance with existing personnel
policies and practices.

If the complaint/grievance is not reasonably resolved at the informal discussion
level, the employee may file a formal written complaint/grievance, as described in
Step 2 below.

If the informal discussions do not resolve a complaint/grievance involving the
application of a County Policy, the supervising Elected Official, Department Dead,
or employee shall have an informal discussion with the Human Resources Director,
in an effort to resolve the same.

2. Step Two — Formal Written Complaint/Grievance to the employee’s Elected Official or
Department Head: Formal written complaint/grievance must be filed with the
employee’s Elected Official or Department Head within thirty (30) calendar days of
making the informal complaint/grievance in Step 1. This written complaint/grievance
should also include a concise explanation of the reason for the employee’s unresolved
concerns from Step 1.

3.

a.

The Elected Official or Department Head is responsible for evaluating the
employee’s complaint/grievance to determine compliance with existing personnel
policies and practices.

Subject to the availability of the parties and complexity of issues, within thirty (30)
calendar days from the date on which the written complaint/grievance is received,
the Elected Official or Department Head will confer with the individual and any
other persons considered appropriate, investigate the issues, and communicate a
proposed solution in writing.

If the formal written complaint/grievance involves the application of a County
Policy, the employee will provide a written complaint/grievance to their Elected
Official or Department Head, who shall then provide the same to the Human
Resources Director.

If the complaint/grievance is not reasonably resolved at Step 2, the employee may
file a Request for Resolution Meeting Form, as described in Step 3 below.

Step Three — Dispute Resolution Meeting with Elected Official, Department Head or

Human Resources Director and complainant: The purpose of this step is to allow the
parties an opportunity to discuss any unresolved matters and find potential solutions.
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a. To initiate this dispute resolution process, the employee shall first complete a
Request for Resolution Meeting Form, within fifteen (15) calendar days from the
action forming the basis of the complaint/grievance or the decision issued in Step 2.

b. Human Resources will schedule a meeting within ten (10) calendar days of receipt
of the completed Request for Resolution Meeting Form to seek resolution of the
disputed matters.

c. If the complaint/grievance is not reasonably resolved at Step 3, the employee may
file a formal written complaint/grievance, as described in Step 4 below.

d. The Elected Official’s or Department Head’s decision is presumed to be reasonable.

e. A mere difference of opinion is not sufficient grounds for advancing a complaint or
grievance.

4. Step Four — Formal Appeal of Complaint or Grievance:

a. Subject to the availability of the parties and complexity of issues, within thirty (30)
calendar days from the date on which the written appeal is received, the Human
Resources representative will confer with the individual and any other persons
considered appropriate, investigate the issues, and communicate a proposed solution
in writing to all the parties involved. This decision is final.

b. If a specific Human Resources representative is the subject in the
complaint/grievance and Step 1, Step 2 and Step 3 above have been exhausted, the
appeal may be filed with the Human Resources Liaison for the Board of County
Commissioners.

¢. The Human Resources Liaison, as promptly as possible, may utilize other Human
Resources representatives, the County Attorney’s office and other resources to
investigate and issue a final decision on this matter.

d. The Human Resources representative’s decision is presumed to be reasonable.

e. A mere difference of opinion is not sufficient grounds for advancing a grievance or
complaint/grievance.

B. Retaliation Prohibited: Employees will not be penalized for proper use of the
complaint/grievance resolution procedure. Employees, Elected Officials, Department Heads
and other supervisors are prohibited from retaliating against an employee who properly uses
the procedures. However, proper use of the dispute resolution procedures does not include an
employee raising complaints/grievances in bad faith, or solely for the purpose of delay or
harassment. Moreover, this policy can be abused by employees repeatedly raising frivolous

Sweetwater County Employee Manual — Approved 12/20/2022
Page 3 of 4



SWEETWATE

C+O*UN-T*Y

CHAPTER 10: COMPLAINT/GRIEVANCE PROCEDURES

complaints/grievances. Employees who misuse or abuse the complaint/grievance procedures
are subject to discipline.

C. Miscellaneous Provisions: The County may, at its discretion, refuse to proceed with any
dispute it determines is improper under this policy.
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Section 1: General Communications

A. Purpose: The purpose of this policy is to create and manage consistent, open lines of
communication with taxpayers, community groups and organizations and the local media
(newspapers, electronic news media, radio, television) in the best interests of the County
taxpayers and residents.

1.

This policy is not intended to prohibit communication, but is designed to ensure that
information shared is legal, necessary, accurate, current and appropriate. This policy
does not apply to the Sheriff's Department Community Information Officer function, to
legal notices or other routine and prescribed communications required by statute or by
function, e.g. County Clerk, Clerk of District Court.

B. Goals:

To inform County residents about issues.
To encourage taxpayers to participate in County government.

To provide accurate and reliable information to counteract rumors and other
misinformation.

4. To create a mutually trusting environment with media.
C. General
1. We will provide any records, defined as public records by state statute, requested by the

media or by taxpayers. Generally, public records do not include personnel files,
criminal reports on juveniles and sex offenders, official quotes and bids and internal,
personal memos. If in doubt about whether a document is a public record or not, consult
with the County Clerk.

Employees are not obligated to speak with the media, and, if in doubt, should refer any
media requests to their Department Head or appropriate Elected Official.

Employees should inform their Department Head or Elected Official of any contact
with the media.

Elected Officials and Department Heads should comment only about issues related to
their specific areas of responsibility.

Where an issue may be controversial, or potentially damaging to the County, it should
be discussed with the Elected Official or Department Head prior to any interview,
comment or release.
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6. Any person talking with the media should make a clear distinction between a personal

opinion and an official comment.

7. Wherever possible, specific names should not be used in interviews or any media

10.

discussions; job title or department name should be used instead.

County resources, e.g. computers, printers, telephones, etc., should not be used for
unofficial and/or non- work-related communications.

Specific care should be taken when distributing or forwarding e-mails. E-mails should
be distributed only to those departments and individuals affected by the content of the
message.

Unless required by other departments or agencies, information within a department is
confidential, and should not be shared or discussed outside the originating department,
e.g. Payroll, Human Resources.

Section 2: Electronic Communications

A. Purpose: The purpose of this policy is to define the proper use of, and access to, electronic
mail (e-mail) and FAX, internet services and voice mail in Sweetwater County.

B. Goals

1.

2.

3.

To comply with the Wyoming Public Records Act.
To clearly define acceptable use of County electronic media.

To implement processes which make our electronic media complete, accurate,
accessible, manageable and secure.

C. General

1.

All County-owned technology and the information it generates are the property of
Sweetwater County.

It is the responsibility of each employee to ensure that technology including telephone,
voice mail, fax machines, personal computers, e-mail, internet services and other
electronic communication system are used in accordance with County policies.

Playing computer games, either on desktop or on the internet, on County technology,
during working hours, is strictly prohibited

Passwords are the property of the County and should not be shared under any
circumstances. Sharing passwords presents a serious security issue for the County.
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D. E-Mail Procedures

10.

County internet addresses are public information.

E-mails on County systems and equipment are considered public documents, subject to
disclosure under Wyoming’s Public Records Act W.S. 16-4-203.

a. Specific exemptions to this exist under W.S. 16-4-203 (d), but the determination of
an exemption will be made only after the custodian of the record consults with the
County Attorney.

b. Under no circumstances should e-mail be deleted or destroyed unless in conformity
with statute and policy. E-mail should never be deleted if it is subject to a records
request.

c. Employee e-mails are not considered confidential despite any designation by the
sender or recipient.

Limited personal use of e-mail is a privilege, not a right. As such, the privilege may be
revoked at any time and for any reason. Abuse of the privilege may result in
disciplinary action.

Personal e-mail shall not impede the conduct of County business.

Any unauthorized use of e-mail, including the intentional forwarding or displaying of
pornographic or similar materials that may be seen as offensive or threatening, is
strictly prohibited.

Employees must not alter the “From” line or other attribution-of-origin, information in
e-mail, messages or postings. Anonymous or pseudonymous electronic
communications are prohibited.

Employees shall not attempt to read, delete, copy or modify the e-mail of other users
without authorization.

Un-encrypted internet communications are not secure. Employees shall abide by the
security instructions of Sweetwater County Information Technology Department to
protect the County-wide information technology system.

Sweetwater County reserves the right to monitor its e-mail system at any time. County
e-mail addresses are public information.

Employees who terminate or are terminated have no right to the contents of their e-mail
messages and are not allowed access to the e-mail system.
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11. E-mails should be distributed and/or forwarded only to those who have a clear and

direct need for the content, or for involvement in the issue

12. Employees will not give their County e-mail address as a source for personal contact.

13. Employees should empty their “Deleted Items” folder at least once per week.

E. Internet Procedures

1.

Sweetwater County’s network, including its connection to the Internet, is maintained
for business purposes.

Limited personal use of the internet is a privilege, not a right. As such, the privilege
may be revoked at any time and for any reason. Abuse of the privilege may result in
disciplinary auction. Personal use is permissible so long as it:

a. does not interfere with worker productivity;
b. does not preempt any business activity; or

c. does not involve intentionally viewing, forwarding, disseminating or downloading
pornography or similar materials from the internet that may be seen as offensive or
threatening. Any use of County technology that compromises, weakens or negates
any security policies, and/or that exposes the County’s computers/network to
viruses, Trojans or other malicious infections is prohibited.

Sweetwater County reserves the right to monitor its internet system at any time.

The use of County resources, including electronic communications, should never create
the appearance of inappropriate use.

Internet messages are not confidential despite any designation by the sender or recipient.

Information posted or viewed on the internet may constitute published material.
Therefore, reproduction of information posted or otherwise available over the internet
may be done in accordance with copyright law.

Employees should not access social networking or dating sites such as “Facebook”, “e-
harmony,” and “Roulette”, etc. from work. Social networking sites are not confidential.
Confidential information must not be posted on social networking sites. Debating,
discussing or posting information about the work place on social networking sites is
strongly discouraged. Employees are cautioned that information placed on social
networking sites may be accessed by the County or anyone else. There are cases of
employees being disciplined based on information placed on social networking sites.
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8. The County shall use software to identify and block access to inappropriate or sexually
explicit internet sites.

F. Voice Mail Procedures

1. All voice-mail correspondence using County systems and equipment is the property of
Sweetwater County.

2. Limited personal use of voice-mail is a privilege, not a right. As such, the privilege may
be revoked at any time and for any reason. Abuse of the privilege may result in
disciplinary action. Personal voice-mail shall not impede the conduct of County
business.

3. Any unauthorized or inappropriate use of voice-mail is strictly prohibited.

4. Employee voice-mails are not considered confidential communications despite any
designation by the sender or recipient.

5. Sweetwater County reserves the right to monitor its voice-mail system at any time.

6. Employees who have a voice-mail account are expected to check it regularly to keep
voice mail current and to minimize storage of voice-mail files.

G. Retention

1. All e-mails generated on County technology are public information, and must be
retained, for 5 years, or as prescribed by WS 9-2-405 through 9-2-413.

2. The County Clerk is the “official custodian” of public records, and is responsible for
the maintenance, care and keeping of public records, even if the records are not
physically in his personal custody

3. Employees should file e-mails in relevant folders either on the “N”” Drive, and/or on their
Desktop

H. Use and Dissemination of County Information: “Information,” as the term is used in this
policy, includes without limitation any information owned or used by Sweetwater County,
such as:

1. Any County employee, customer or taxpayer lists.

2. Any County database information, including addresses and telephone numbers.

3. Any information from Sweetwater County employee personnel files, including
employee addresses, telephone numbers, employment status and wage history.
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4. Any photographs, videotapes and sound clips of any Sweetwater County employee,
customer or taxpayer. Only those employees who are authorized by Sweetwater
County’s Board of County Commissioners, or whose job description permits them to do
so, may speak on behalf of Sweetwater County. Notwithstanding the foregoing, specific
permission from the County’s Board will be required before any County employee may
disseminate confidential County information.

5. No employee may knowingly dispense such information to any outside party unless
authorization has been granted. This could include other employees who do not have
the right to know such information.

6. Any breach will be considered a violation of County policy concerning confidentiality,
and it may constitute a violation of state or federal law.
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Section 1: Ethics

A

Purpose: The Sweetwater County Board of Commissioners has adopted this Code of Ethics
to assure the taxpayers and citizens of the integrity of its local government and its fair and
unbiased operation.
Goals:
1. To provide the citizens of Sweetwater with fair, ethical and accountable government.
2. To build the public’s fullest confidence in County government.
3. To uphold the highest standards of ethics and integrity in all County employees.
General: All Elected Officials, employees, Advisory and Governing Board members will:

1. Always act in the public interest

a. Officials and employees will always work for the best interests of the citizens of
Sweetwater County.

2. Comply with the law

a. Officials and employees will comply with all Federal and State laws and County
policies.

3. Conduct themselves professionally
a. Personal and professional conduct will be of the highest standard and above
reproach, including:
i.  The avoidance of even the appearance of impropriety.

ii. Refraining from any and all abusive conduct and language.

iii.  Avoiding any and all personal charges and verbal attacks on the character or
motives of officials, employees or the public.

4. Make Ethical Decisions:
a. All officials and employees will base decisions on merit and substance only.
5. Avoid Conflict of Interest:

a. All Elected Officials and employees will sign and abide by the County Conflict of
Interest Disclosure Statement.
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6. Ethically Manage Information:
a. All Elected Officials and employees will comply with The Wyoming Open
Meetings Act, the Public Records Act and all Communications policies approved
by the Board of County Commissioners.

7. Use public resources appropriately:

a. All Elected Officials and employees will not use public resources for private gain or
personal purposes.

8. Practice ethical advocacy:

a. Elected Officials and employees will always represent the policies and positions of
Sweetwater County, to the best of their ability. When presenting personal opinions,
they will explicitly state that this statement does not represent the County, the
Board of County Commissioners or any related Agency, nor will they allow that
inference to be made.

9. Act within the scope and responsibilities of their role:

a. Elected Officials will adhere to the approved management and organizational
structure of Sweetwater County. They will not interfere with the administrative
functions of staff, nor will they impair the ability of employees to implement policy.

10. Independence:

a. Elected Officials and employees will refrain from unduly influencing deliberations,
discussions or decisions of the Board of County Commissioners.

11. Positive work environment:
a. Elected Officials and employees will actively support and maintain a positive and

constructive workplace environment and atmosphere.

Section 2: Whistleblower Protection

A. A whistleblower as defined by this policy is an employee of Sweetwater County who reports
an activity that they consider to be illegal or dishonest to one or more of the parties specified
in this Policy. The whistleblower is not responsible for investigating the activity or for
determining fault or corrective measures; appropriate management officials are charged with
these responsibilities.
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. Examples of illegal or dishonest activities are violations of federal, state or local laws; billing
for services not performed or for goods not delivered; and other fraudulent financial
reporting.

. If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the
employee is to contact their immediate supervisor or the Human Resources Director. The
employee must exercise sound judgment to avoid baseless allegations. An employee who
intentionally files a false report of wrongdoing will be subject to discipline up to and
including termination.

. Whistleblower protections are provided in two important areas: confidentiality and
retaliation. Insofar as possible, the confidentiality of the whistleblower will be maintained.
However, identity may have to be disclosed to conduct a thorough investigation, to comply
with the law and to provide accused individuals their legal rights of defense.

. Sweetwater County will not retaliate against a whistleblower. This includes, but is not
limited to, protection from retaliation in the form of an adverse employment action such as
termination, compensation decreases, or poor work assignments and threats of physical harm.

. Any whistleblower who believes they are being retaliated against must contact the Human
Resources Director immediately. The right of a whistleblower for protection against
retaliation does not include immunity for any personal wrongdoing that is alleged and
investigated.

. All reports of illegal and dishonest activities will be promptly submitted to the Human
Resources Director who is responsible for investigating and coordinating corrective action.

. Employees with any questions regarding this policy should contact the Human Resources
Director.
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Section 1: Purpose

A. The County’s Information Technology system is a complex interconnected system
designed to allow users to operate hardware, software and access manifold electronic
resources in order to perform their work related functions in a safe, efficient and cost
effective manner. The County Information Technology (IT) Department manages this
system. To that end, it is important that certain policies and practices are followed. The
nature of technology is that it is ever changing, so it is vital that Department Heads and
Elected Officials regularly update themselves and their staff on the content of this
section.

Section 2: Technology Acquisition

A. All technology resources deployed or upgraded on the County IT system must be approved
by the IT department prior to installation or use. The IT staff will evaluate the following:

1. Evaluate whether identified technology needs are first addressed through existing
systems.

2. Identified new or additional technology is the most effective and efficient solution.

3. All technology acquisitions are compatible with existing technologies, and will not cause
any negative impact on safety, performance or operations.

4. All necessary supporting infrastructure is available to install the products i.e. switches,
routers, network and electrical cabling, memory, processors, disk space, etc. as well as
attachments, cables and documentation.

5. New or additional technology will not create separate or duplicate data stores or multiple
isolated systems.

6. Products and deployments are in compliance with all licensing and security requirements
and policies.

7. Delivery and installation of technology are coordinating with the Purchasing, IT and
Facilities Department, as well as any vendors participating on the project.

8. All initial and recurring costs have been identified and budgeted.

Section 3: Privacy

A. County Information Technology resources and user accounts are provided to users to
assist them in performance of their work related duties. As such, users should have no
expectation of privacy in anything they create, store, send or receive utilizing County
technology resources. These technology resources and accounts belong to the County
and should only be used for County work related purposes, subject to the narrow
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exceptions provided below for de Minimis personal data. As such users expressly waive
any right of privacy in anything they create, store, send or receive while utilizing County
technology resources. Users consent to allowing authorized County personnel to access
and review all materials that the user creates, stores, send or receives using County
technology resources. Users understand that the County may use human or automated
means to monitor use of its technology resources.

1. Personal Data: In general, personal data should not reside on any County technology
resources. However, de minims use is permitted for such things as a personal pictures for
screensavers, emergency notifications, and temporary storage of personal information
received at work (e.g., insurance notifications, pay stubs, retirement system notices, etc.).
Please be advised that the County is not responsible for preserving, saving or care of any
personal data on the system. Such use should be limited in size, scope and frequency and
is at the risk of the user.

Section 4: Prohibited Activity

A

Unlawful Activity: Any use of County technology resources that does not comply with
local, state, or federal law.

Personal Use: Personal use of County technology resources, except as provided in
Section (3)(A)(1) above.

Inappropriate Material: Any content or material that is fraudulent, harassing,
embarrassing, sexually explicitly, profane, obscene, intimidating, defamatory,
threatening, racist, sexist, or otherwise unlawful or inappropriate may not be sent, stored
or created on any County technology resource including, but not limited to, e-mail,
newsgroups, chat groups or displayed on any monitor or electronic display device,
computer or County phone.

Vandalism: County technology resources may not be used in any way that intentionally
interferes with legitimate use by others.

Financial Gain: County technology resources may not be used for personal business or
otherwise for personal financial gain.

Interference with County Technology Resources: County technology resources shall not be
used for purposes that could reasonably be expected to causes, directly or indirectly,
excessive strain on any computing resources, unwarranted or unsolicited interference with
others’ use of county technology resources, or unfair monopoly of said resources to the
exclusion of others. Such acts include, but are not limited to;

Installation of non-work related software.

Inappropriate or unsolicited email use (spamming, letter-bombing, email chain letters)
Use of personal e-mail on work computers

Use of non-work related Social Media

N S
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5. Playing Games
6. Non work-related streaming media (videos, movies, music, etc.)

. Misrepresentation: Users shall not give the impression that they are representing, giving
opinions, or otherwise making statements on behalf of the County or any unit of the County
unless appropriately authorized (explicitly or implicitly) to do so. Where appropriate, an
explicit disclaimer shall be included unless it is clear from the context that the author is not
representing the County. An appropriate disclaimer is: "These statements are my own, not
those of Sweetwater County Government."

. False Identity: Users shall not employ a false identity.

Altering Attribution Information: Users must not alter the “From” line or other attribution-
of-origin, information in e-mail, messages or postings. Users should identify themselves
honestly and accurately when posting to newsgroups, sending e-mail or otherwise
communicating online.

Destructive Software: County Technology Resources may not be used for creating,
disseminating, using or storing destructive programs (i.e., viruses or self-replicating code),
intrusion utilities (i.e. hacking tools), or any other destructive code, expect by County
Technology security personnel in the performance of their job functions.

. Virus contamination: Viruses can cause substantial damage to computer systems. Each User
is responsible for taking reasonable precautions to ensure he or she does not introduce viruses
into the County’s network. All material received on external storage and all material
downloaded from the Internet or from computers or networks that do not belong to the
County must be scanned for viruses and other destructive programs before being placed onto
the computer system. Users should understand that their home computers and laptops may
contain viruses. All data transferred from these computers to the County network must be
scanned for viruses.

1. Users must not remove or disable virus protection software and must promptly notify
the County’s Technology Department in the event they discover any computer that has
inoperable virus protection.

2. If you suspect that a virus has been introduced into the County’s network, notify the
County’s Technology Department immediately.

. Remote or Unprotected Access: To ensure security and avoid the spread of
viruses, users accessing the Internet through a computer attached to the County’s
network must do so through a County firewall. Accessing the Internet or other
external systems directly without firewall protection is strictly prohibited.

. Software Piracy: Making unauthorized copies of computer software is usually an infringement
of federal copyright laws and is almost always in violation of a license agreement. Such
violations can result in large costs to the County and to the individual(s) involved. You are
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responsible for complying with copyright law and applicable licenses that may apply to
software, files, graphics, documents, messages, and other material you wish to download or

copy.

N. Users may not do any of the following:

1. Illlegally copy material protected under copyright law or make that material available to
others for copying.

2. Copy software for use on their home computers, unless it is explicitly allowed by
license agreement.

3. Provide copies of software to any independent contractors or clients of the County or to
any third person.

4. Download copyright protected software from the Internet or other online service to any

of the County’s computers without permission of the publisher

Modify, revise, transform, recast, or adapt any software

Reverse-engineer, disassemble, or decompile any software.

oo

Section 5: Use of E-mail

A. Appropriate Messages: Employees must exercise a great degree of care when formulating e-
mail messages. Avoid jokes, offhand comments and other wording that might be interpreted
as harassment, discrimination, criminal activity or disclosure of confidential information.
Some specific content that should never be discussed in e-mail is such things as sensitive
personnel issues, confidential information and personal information.

1. Never put anything in an e-mail that you wouldn't want printed in a public newspaper.

2. Avoid off-color or racy humor, venting, unguarded statements and other potentially
dangerous e-mail messages.

3. When in doubt, don't use e-mail to convey information. Pick up the phone and call instead.

4. THINK before sending a message. It is very important that you use the same care and
discretion in drafting e-mail as you would for any other written communication. Anything
created or stored on the computer may, and likely will, be reviewed by others. Before
sending a message, ask yourself the following question: Would | want a neighbor, a
stranger, a judge or jury to see this message?

Section 6: Confidential, Protected or Sensitive Information

A. The confidentiality of electronic data cannot be assured. Such confidentiality may be
compromised by applicability of law or policy, including this Policy, by unintended
redistribution, or because of inadequacy of current technologies to protect against unauthorized
access. Users, therefore, should exercise extreme caution in using email to communicate
confidential or sensitive matters.

B. Legal Requirements on Privacy of and Access to Information, prohibits County employees and
others from "seeking out, using, or disclosing" without authorization "personal or confidential
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information, and requires employees to take necessary precautions to protect the
confidentiality of personal or confidential information encountered in the performance of their
duties or otherwise. This prohibition applies to email records.

C. Notwithstanding the previous paragraph, users should be aware that, during the performance
of their duties, network and computer operations personnel and system administrators need
from time to time to observe certain transactional addressing information to ensure proper
functioning of County email services, and on these and other occasions may inadvertently see
the contents of email messages.

Section 7: Safety and Security Policies

A. Passwords, Keys, Access Codes:

1. Responsibility for Passwords: Users are responsible for safeguarding their passwords,
keys and access codes for access to the County’s technology resources. Individual
passwords must not be printed, stored online, or given to others. Users are responsible
for all transactions made using their passwords. No user may access the County’s
technology resources with another user’s password or account.

2. Passwords do not Imply Privacy: Use of passwords to gain access to the
computer system or to encode particular files or messages does not imply
that Users have an expectation of privacy in the material they create or
receive on the computer system.

3. Password Policy: Each technology application may require a different password or
different password criteria, however, in general users should use a strong password which
includes a minimum of;

Minimum of 12 characters in length

Use Multifactor Authentication (MFA) when available.

Must use letter and numbers

Must use one special character

User must change default password during initial log in

®o0 o

B. Accessing Another User’s Files: Users may not alter or copy a file belonging to another user
without first obtaining permission from the owner of the file. Ability to read, alter, or copy a
file belonging to another user does not imply permission to read, alter, or copy that file. Users
may not use County technology facilities to “snoop” or pry into the affairs of other users by
unnecessarily reviewing their files and e-mail.

C. Accessing other Computers and Networks: A User’s ability to connect to other
computer systems through the network or remotely does not imply a right to
connect to those systems or to make use of those systems unless specifically
authorized.
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Section 8: Archiving and Retention

A. File Server Back Up Copies: The County maintains central or distributed backup copies of
most electronic information stored on file servers. File server(s) are backed up primarily to
assure system integrity and reliability, but may be used periodically for future retrieval.

B. Archival of Electronic Records: County electronic records are governed by various federal
and state laws which address storage and archival of public records. As such, it shall be the
responsibility of the custodian of said records to coordinate with the IT staff appropriate
document archive solutions.

Section 9: Violations of this Policy

A. Investigation of Complaints: Sweetwater County may investigate any complaint or
indication of misuse of technology resources. During any such investigation, users may be
denied access to County technology resources.

B. lllegal use of County Technology Resources: Any misuse of County technology resources
which may result in violations of Federal, State or local laws will be referred to the proper
law enforcement authority.

C. Penalties: Improper use of County technology resources may result in disciplinary action
from denying user access to County technology resources up to termination of employment.
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