ACKNOWLEDGMENT OF RECEIPT

(Originally signed copy return to payroll within 30 days of receiving the handbook)
I have received an updated copy of the Fremont County Personnel Policy Handbook.  I understand I am to become familiar with the contents of the handbook as it outlines my responsibilities, benefits and County policies.  I also understand that my Elected Official may have other policies and procedures that are not included in this document.  I understand that the contents of this policy handbook do not constitute an expressed or implied contract of employment.  
THIS HANDBOOK IS INTENDED AS A GUIDE FOR THE EFFICIENT AND PROFESSIONAL PERFORMANCE OF YOUR JOB. NOTHING HEREIN CONTAINED SHALL BE CONSTRUED TO BE A CONTRACT BETWEEN THE EMPLOYER AND THE EMPLOYEE. ADDITIONALLY, THIS HANDBOOK IS NOT TO BE CONSTRUED BY ANY EMPLOYEE AS CONTAINING BINDING TERMS AND CONDITIONS OF EMPLOYMENT. COUNTY EMPLOYEES ARE AT-WILL, AND THE COUNTY RETAINS THE ABSOLUTE RIGHT TO TERMINATE ANY EMPLOYEE, AT ANY TIME, WITH OR WITHOUT GOOD CAUSE. FREMONT COUNTY RETAINS THE RIGHT TO CHANGE THE CONTENTS OF THIS HANDBOOK AS IT DEEMS NECESSARY, WITH OR WITHOUT NOTICE.
DESIGNATED SHERIFF OFFICE EMPLOYEES, AS DEFINED BY W.S. 18-3-611 (2007 LEXISNEXIS) ARE EXCEPTIONS TO EMPLOYMENT-AT-WILL.

_______________________________



_____________________________________

Employee signature





Employee’s Printed Name
_______________________________



_____________________________________

Date







Department Working For

FREMONT COUNTY PERSONNEL POLICY HANDBOOK
APPROVED BY THE FREMONT COUNTY ELECTED OFFICIALS AND

ADOPTED BY THE FREMONT COUNTY COMMISSIONERS ON JANUARY 15, 2008.


REVISED ON JUNE 5, 2012.

REVISED AND EFFECTIVE ON JUNE 10, 2014, DECEMBER 2, 2014, OCTOBER 20, 2015
THIS HANDBOOK BELONGS TO:

____________________________________

An employee cannot be discharged because of race, color, religion, creed, sex, national origin, ancestry, age or disability.  All employees of Fremont County are at-will employees.

ACKNOWLEDGMENT OF RECEIPT

(Employee’s copy)
I have received an updated copy of the Fremont County Personnel Policy Handbook.  I understand I am to become familiar with the contents of the handbook as it outlines my responsibilities, benefits and County policies.  I also understand that my Elected Official may have other policies and procedures that are not included in this document.  I understand that the contents of this policy handbook do not constitute an expressed or implied contract of employment.  
THIS HANDBOOK IS INTENDED AS A GUIDE FOR THE EFFICIENT AND PROFESSIONAL PERFORMANCE OF YOUR JOB. NOTHING HEREIN CONTAINED SHALL BE CONSTRUED TO BE A CONTRACT BETWEEN THE EMPLOYER AND THE EMPLOYEE. ADDITIONALLY, THIS HANDBOOK IS NOT TO BE CONSTRUED BY ANY EMPLOYEE AS CONTAINING BINDING TERMS AND CONDITIONS OF EMPLOYMENT. COUNTY EMPLOYEES ARE AT-WILL, AND THE COUNTY RETAINS THE ABSOLUTE RIGHT TO TERMINATE ANY EMPLOYEE, AT ANY TIME, WITH OR WITHOUT GOOD CAUSE. FREMONT COUNTY RETAINS THE RIGHT TO CHANGE THE CONTENTS OF THIS HANDBOOK AS IT DEEMS NECESSARY, WITH OR WITHOUT NOTICE.
DESIGNATED SHERIFF OFFICE EMPLOYEES, AS DEFINED BY W.S. 18-3-611 (2007 LEXISNEXIS) ARE EXCEPTIONS TO EMPLOYMENT-AT-WILL.

_______________________________



_____________________________________
Employee signature





Employee’s Printed Name
_______________________________



_____________________________________
Date







Department Working For
The signed original copy is on file in the Fremont County Government Payroll Office.

DEFINITIONS:
I.
IMMEDIATE FAMILY includes employee’s spouse, son or daughter, step children, parent, step parent, and siblings.

II.
EXTENDED FAMILY includes grandchildren, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-law and guardianship.

III.
ELECTED OFFICIAL:  Includes all those included in W.S. 18-3-107 and 7-4-101.  
IV.
DEPARTMENT HEADS/SUPERVISORS:

Employees hired by an Elected Official who have the responsibility for, and are in charge of, directing and supervising one or more employees.

V.
FULL-TIME EMPLOYEE:  An employee who works no less than 173 hours per month or 2080 hours per year at minimum wage or more is eligible to receive all benefits established by the County Commissioners. 
VI.
PART-TIME EMPLOYEE:   An employee who works at minimum wage or more on a regular schedule on an annual basis for an average of 86 hours per month or 1,032 hours per year is eligible to receive all benefits established by the County Commissioners. 
VII.
 TEMPORARY EMPLOYEE:  An employee hired on a temporary basis for a specific project or term.  A temporary employee shall not be entitled to employee benefits, although they may be covered under worker’s compensation.

VIII.
OCCASIONAL EMPLOYEE Non-benefitted:  An employee hired on a continuous basis that works occasional and sporadic hours and days on a scheduled or unscheduled basis and does not qualify for part-time employment.  This employee may receive Workers’ Compensation, if qualified, and is covered under liability insurance.  (may include EMT, Deputy Coroners, or other emergency personnel)
IX.
VOLUNTEERS:  A person working on call or on duty who does not receive personal monetary compensation will be classified as a volunteer and will be covered by Workers’ Compensation and liability insurance.
X.
COUNTY APPOINTED BOARD:  A board whose members are appointed by the Board of County Commissioners and have authority and oversight of county employees within component units, districts or in their departments.
AT WILL STATUS OF EMPLOYEE
The following policies and procedures have been adopted by Fremont County.  Nothing contained in this policy manual or in any other materials or information distributed by Fremont County creates a contract of employment between an employee and Fremont County.  Employment with Fremont County has no specified term or length. Employment is on an at-will basis.  This means that employees are free to terminate their employment at any time for any reason, with or without notice, and Fremont County retains that same right.  No statements to the contrary, written or oral, made either before or during an individual’s employment can change this.  No Elected Official, Department Head, individual supervisor, manager, or officer can make a contrary agreement altering the at-will status of an employee.

DESIGNATED SHERIFF OFFICE EMPLOYEES, AS DEFINED BY W.S. 18-3-611 (2007 LEXISNEXIS) ARE EXCEPTIONS TO EMPLOYMENT-AT-WILL.
CODE OF EMPLOYER-EMPLOYEE RELATIONS
1. A.
CODE OF RELATIONS:  This document is not a contract, but only a guideline to direct and inform employers and employees of their responsibilities.  The county retains the right to exercise customary managerial functions. 

All Fremont County Government Elected Officials, Department Heads and County Appointed board members and staff are expected to be professional and ethical, abide by State and Federal laws, existing policies, have positive interaction with the public and protect county resources and property.  Department Heads report to the Fremont County Commission.  All Fremont County Department Heads are at will positions.  County Appointed board members may be relieved of their duties by the Board of County Commissioners for cause.

In its continuing effort to implement fair and effective personnel policies and practices, the County pledges to employ people on the basis of their qualifications and with assurance of equal opportunity and treatment regardless of race, creed, religion, color, sex, age, national origin, ancestry or disability.

GENERAL AND MANAGEMENT PROVISIONS

This Handbook encompasses County policies and procedures, but is not inclusive, as different departments may have unique departmental policies and procedures.

2. A.  HOURS:  The Fremont County Courthouse will be open Monday through Friday from 8:00 a.m. to 5:00 p.m. and employees will be given a one hour lunch period unless otherwise directed by the Elected Official or Department Head.  The governing body shall determine the schedules of their employees and hours of operation for offline county boards and departments not under the direct supervision of the Fremont County Commissioners.  

2. B.   WORK WEEK:  Fremont County's work week is Sunday through Saturday.

2. C.  INTERPRETATION AND ADMINISTRATION:  The Board of County Commissioners and Elected Officials of Fremont County are responsible for the interpretation of the following personnel policies and are vested with full authority to establish, by administrative directive, other terms and conditions of employment consistent with these policies.  Department Heads and appointed boards are charged with the responsibility of enforcing the policies set forth herein and with maintaining documentation of compliance by the employees in their departments.

2. D.  COUNTY RESOURCES: All information, materials and work products, electronic or otherwise, used or prepared while working for Fremont County will remain the property of the County.  Destroying or taking of such material may be considered a crime and punished as such.

2. E.  EXPENSES COVERED:  Fremont County maintains a fleet of pool vehicles which is also covered under a separate pool vehicle policy.  If a personal vehicle is used, a mileage rate will be paid in accordance with the county commission approved provisions.  If a spouse or other non-County individual accompanies the employee on County–related business, only the following expenses may be submitted for county reimbursement:  Lodging for a single room rate and employee meals.  Reimbursement for qualified lodging, meals and incidentals will be subject to federal per diem caps as published by the U.S. General Services Administration for the city or area where the expense was incurred.  Expenses paid by the county may be IRS taxable.  Information on the IRS rules can be found in the Elected Official/Department Head manual.  Reimbursements for meals and hotels above the Federal per diem rate are discouraged and may not be fully reimbursed.  www.gsa.gov/portal/category/21287
2. F.  RESIGNATIONS:  An employee desirous of resigning his/her position in good standing shall be encouraged to submit a written resignation to his/her Department Head at least two weeks in advance.  A Copy of the resignation notification shall be sent to the Fremont County Government Payroll Clerk by the Department Head.  
2. G.  EXIT INTERVIEWS:  Exit interviews may be requested by either the employee or the employer upon separation of service.  Exit interviews may be done on the department level or before the Board of County Commissioners.  All exit interviews are an opportunity to provide information and feedback regarding the employee’s separation.
ABSENCES

3. A.  ABSENCE WITHOUT LEAVE:  Absence of an employee from duty, including any absence for a single day or part of any day, that is not specifically authorized shall be without pay and shall serve as a basis for disciplinary action up to, and including, termination.

3. B.   NOTIFICATION OF ABSENCE: New 10-20-15:  Employees must inform their supervisor of their absence via telephone, unless the supervisor has adopted a different notification method via written policy. Unexcused absences of three consecutive days shall be treated as a voluntary termination of employment by the employee by way of job abandonment.  Notification of absence due to sickness shall be given to the Elected Official or Department Head as soon as possible on the first day of absence.  After the employee has been absent for three (3) days, the employer shall discuss options with the employee, including the Family Medical Leave Act.  If such notification is not made in accordance with this policy, such absence may be charged to vacation leave or leave without pay.  (See 5.K.).  Employees returning from an absence must report to their Supervisor as soon as possible, giving an explanation for the absence and certifying that they are fit to return to work.  The Supervisor will record the employee’s absence, forwarding a copy of the record to the Personnel Department and will verify that the employee has returned to work.  The Elected Official or Department Head may request a physician’s statement after three (3) working days absence.

3. C.  MISUSE OF LEAVE:  Any employee who willfully violates or misuses this leave practice or who misrepresents any statement or condition under said practice  may be subject to disciplinary action up to or including dismissal at the discretion of the Elected Official or Department Head.

POLICY SECTION
EMPLOYMENT POLICY

4. A.  HARASSMENT:  It is the policy of the County to prohibit harassment of its employees in the workplace by any person and in any form.  The County will not tolerate verbal or physical conduct by any employee which interferes with another’s work performance or which creates an intimidating, offensive or hostile environment. Victims are to report harassment as soon as possible in the order listed below:


A)
Immediate Supervisor


B)
Elected Official, Department Head, or Appointed County Board Chairman

C)
Board of County Commissioners

4. B.
NEPOTISM:  W.S. 9-3-104.  No public official, public member or public employee shall advocate or cause the employment, appointment, promotion, transfer or advancement of a family member to an office or position of the state, a county, municipality or a school district.  A public official, public member or public employee shall not supervise or manage a family member who is in an office or position of the state, a county, municipality or school district.  Elected Officials, Department Heads and Supervisors will not hire or supervise their immediate, extended family or a cohabitant.  Cohabitant:  Includes persons sharing a common living quarters.
NOTE:  Any employee who is already employed with Fremont County who acquires a new employer or supervisor is not subject to this section.
4. C.
DRUG-FREE WORKPLACE:  Fremont County, by this policy, is establishing conformance with the Drug-Free Workplace Act of 1988 (Pub. L. 100-690, Title V, Subpart D) which states that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited.  Fremont County is also prohibiting any employee from being under the influence of drugs or alcohol while engaging in work for the County.  When a problem is identified, an employee will be required to participate satisfactorily in a Treatment program approved by a federal, state or local health, or law enforcement agency.  Appropriate action will follow, up to and including termination.  Any person engaged in contract-related work with the County or any County employee will notify the County of any criminal conviction of drug/alcohol violation occurring in a workplace within five days of the conviction.

When Fremont County receives such notice, it will, within thirty days, take appropriate action against the contract person.
Fremont County is a participant in the Federal Highway Administration Drug and Alcohol Testing program.  Copies of the policy are available at the County Clerk’s Office and the Transportation Department.

4. D.
CONFLICTS OF INTEREST:  It is the policy of the County to prohibit its employees from engaging in any activity or practice which conflicts with the interests of the County or its customers.  
1.
If an employee or a member of his/her immediate or extended family has a financial interest in a firm which does business with the County and the interest is sufficient to affect the employee’s decisions or actions, the employee must not represent the County in such transactions unless the financial interest is disclosed and appropriate measures are taken to keep the transaction at arm's length.  .  


2.
No county employee or official may accept incentive gifts other than those with nominal value, such as pens, pencils, calendars, etc.  Under no circumstance shall an employee or county official accept an incentive item with a value over $250.00 except food and drink.  For further guidance, consult W.S. 9-13-102 (a)(vi) and W.S. 9-13-103.

4. E.
NON-DISCRIMINATION FOR THE DISABLED:  The employment decisions of the County shall be made in accordance with the Americans with Disabilities Act.  Employment opportunities will be available to persons qualified to perform the essential functions of a job.  For further information, contact the County Clerk’s Payroll Office to get information on the ADA Compliance Officer.

4. F.
EMPLOYEE SAFETY:  All routine personal safety equipment will be provided to employees during working hours.  Employees are expected to utilize such devices and to work in a safe manner at all times while working for the county.    Each county employee shall comply with the requirements of the county safety manual.
4. G.  SALARIES:  All salaries will be determined by experience, qualifications, and job responsibility. Annual increases will not be automatic.  Employees will be paid the last working day of every month.

BENEFITS
5.A.  VACATION POLICIES:  Vacation leave shall be granted to all full-time and part-time employees.  Vacation leave is earned and begins to accumulate commencing with the date of hire, on a month to month basis, based on an employee’s regularly scheduled work day, based on a five-day work week (i.e., a part-time employee with 0 to 5 years of service shall receive 4 hours of vacation leave per month; a full-time employee with 0 to 5 years of service shall receive 8 hours of vacation leave per month.  See full schedule 5B below.)  Vacation time may be taken at any time of the year.  A record of the vacation time must be made and signed by the employee and employer and is subject to approval by the Elected Official, Department Head or County Appointed Board members.

5.B.  VACATION ACCUMLUATION:
For the purpose of definition of service years, the anniversary of each employee’s hiring date (based on full-time or part-time) shall be reached before each bench mark of additional vacation benefits can be awarded.  Vacation hours accumulate as follows:

Full Time




Part Time

Yrs Employed
Hrs Earned
Cap

Hrs Earned
Cap

0-5 years
8 hours

240 hours
4 hours

120 hours

6-10 years
10 hours
280 hours
5 hours

150 hours

11 years +
12 hours
320 hours
6 hours

180 hours

5. C.  PAY RATE:  All vacation pay shall be computed at the employee’s straight time rate of pay for the classifications to which he/she is assigned at the commencement of his/her vacation.  If a legal holiday falls during an employee’s regularly scheduled vacation, such holiday shall not be counted as vacation hours.  In the event an employee leaves the employ of the County for any reason, he/she shall receive earned vacation pay, not to exceed accumulated vacation cap.  In the case of death, any accrued wages due the employee shall be paid to his/her beneficiary.  
5. D.  SICK LEAVE ACCUMULATION AND LIMIT:  Sick leave may be accumulated at the rate of eight (8) working hours per month for illness for full time employees and four (4) working hours per month for part-time employees.  One hundred sixty (160) sick hours must be maintained by each employee for his/her illness and any hours over that amount may be donated to another employee (based on 5G).
5. E.  SICK LEAVE USES:  Sick leave may be used only when an employee is incapacitated by sickness or injury; for medical, dental or optical examination or treatment; for illness of a member of the employee’s immediate or extended family.  After three (3) days absence, a Department Head or Elected Official may request a physician’s verification of sickness.
5. F.  OVERTIME/COMPENSATION TIME:  Elected Officials are exempt from this section. Exempt employees (as determined by federal regulations) are not required to be paid overtime.    All other employees working overtime will either be paid or given compensation time as approved by the Elected Official, Department Head, or Appointed Board.
Employees will earn overtime compensation only with the advance approval of their supervisor who will keep strict records on overtime and submit them to the Personnel Clerk on a monthly basis.  Any decisions concerning overtime compensation will be addressed using The Fair Labor Standards Handbook as a guideline.  All compensated time accumulated must be used by employees prior to the use of their vacation time.  
5. G.  DONATION OF SICK LEAVE:  After employees have exhausted all vacation and sick leave time, they are then eligible to receive donated sick hours up to a total of 240 hours in a calendar year.  
Any employee may donate sick leave to another employee, provided:

An Elected Official or Department Head, after determining that the employee has a legitimate reason to be absent, may request donated sick leave from county employees for an employee who has exhausted all of their accrued sick leave, compensatory time and vacation leave.  An employee who has accrued a minimum of 160 hours of sick leave may donate a maximum of sixteen (16) hours of sick leave per calendar year to the same recipient who has an immediate and reasonable need for such assistance.  Donors shall give their Elected Official or Department Head, which shall approve or disapprove the donation, a written statement specifying the number of hours donated and the name and office or department of the employee to whom the donation is being made.  Donations may only be accepted by an employee through the end of each month’s pay period.
5. H.  FUNERAL LEAVE:  In the event of the death of a member of the immediate or extended family, each employee shall be entitled to three (3) days leave with pay for funeral arrangements and attendance.  
5. I.  RELEASE TO WORK:   Following an injury, illness, or medical condition and at the discretion of the Elected Official or Department Head, an employee may be required to provide a medical release before returning to work.  Light duty work, as prescribed by their physician on a written medical release is acceptable.  Light duty is acceptable if there are positions available within the employee’s department.  
5. J.  WORKER’S COMPENSATION:   All eligible County employees and volunteers are covered under Worker’s Compensation.  The only Elected Officials that are covered are the Sheriff and Coroner.

 All employees must notify their employers immediately if they have been injured on the job even if the employee does not need immediate medical services.  (Note:  Department Heads shall contact their liaison and the Sheriff and Coroner shall contact the Chairman of the Board of County Commissioners).  An employee who is absent from work because of an occupational disability, which is compensable under the Wyoming Workers’ Compensation Act, shall apply for temporary total disability benefits (lost wages) pursuant to the provisions of the Act.  The employee shall continue to accumulate sick leave and vacation time during the period he or she is certified eligible for temporary total disability benefits.  In addition, at his or her option, the employee may, during the period he or she is certified eligible for temporary total disability benefits:
A. Retain any accumulated sick leave, vacation hours, or comp time and receive only workers’ compensation benefits or
B. Utilize his or her accumulated sick leave, vacation hours, and comp time in order to receive the difference between his or her regular pay and the amount paid by workers’ compensation for temporary total disability benefits.

Provided, however, that in no instance shall the combination of workers’ compensation benefits, together with converted sick leave, vacation pay and comp time be greater than the injured worker’s net monthly take home pay prior to his or her injury.

C. In order for the employee to retain the Health Insurance Benefit, he/she must pay the employee’s share of the premium, if any, to the Fremont County Government Payroll Clerk no later than the 7th day of each month if they are not receiving a county payroll check.  Failure to do so will result in the loss of complete Health Insurance coverage.

If, after all county leave is utilized, the employee is not certified as medically fit to return to work, the employee is encouraged to discuss options with his or her supervisor and/or the Fremont County Government Payroll Clerk.

5. K..
FAMILY AND MEDICAL LEAVE ACT:  Employees who have worked for at least one year and for at least 1250 hours over the previous 12 months are entitled to 12 weeks of leave under the Family and Medical Leave Act.  The leave may be used for any of the following reasons:

1)
For the care of the employee’s child (birth or placement for adoption or foster care);
2)
For the care of an employee’s spouse, son or daughter, or parent who has a serious health condition; or

3) For a serious health condition that makes the employee unable to perform his/her job.

If the need for leave under the Family and Medical Leave Act is foreseeable, the employee must try to schedule treatment so as not to unduly disrupt the operations of the County, and the employee must provide 30 days notice to the Department Head.  If the need for leave is unforeseeable, the employee must notify the Department Head as soon as possible.  After the employee has been absent for three (3) days, the employer is encouraged to discuss options with the employee, including this act.  If the employee is requesting leave under the FMLA for a serious health condition (the employee’s or a family member’s), the employee must provide the Elected Official or Department Head with a medical certification attesting to the need for the leave.
The medical certification shall include:  1) the date the condition began; 2) its expected duration; 3) diagnosis; and 4) brief statement of treatment.  If the employee is taking leave for his/her own medical condition, the certification must also include a statement that the employee is unable to perform the essential functions of his/her job.  If the employee is taking leave to care for a seriously ill family member, the medical certification must include a statement that the patient requires assistance and that the employee’s presence is necessary for treatment of the family member’s serious health condition or will assist with the recovery.  A serious health condition is one that requires inpatient care at a hospital, hospice or a residential medical care facility or a condition which requires continuing care by a licensed health care provider.
Intermittent or reduced leave must be approved by the Elected Official or Department Head unless it is a medical necessity, in which case the employee must provide medical certification attesting to 1) the need for a reduced work schedule; 2) the expected duration of the leave; 3) the dates on which leave for periodic treatment is needed; and 4) the expected duration of the treatment.

If the leave is being used for the employee’s serious health condition, the County retains the right to hire a physician to examine the employee concerning any certified information provided by the employee’s physician.

New 10-20-15:  FMLA leave shall be taken concurrently with all accrued leave.  Leave shall be deemed FMLA leave for eligible employees by the employer, pursuant to federal laws and regulations. This determination shall be made by the employer, rather than at the employee's discretion. The FMLA leave shall be calculated using the onset date of the employee's leave, and spanning twelve months from that date.
The County will continue to pay health benefits while the employee is on leave unless refused by the employee.  If the employee chooses to continue coverage, he/she must pay his/her share of the premiums if on unpaid leave.  Should the employee choose not to return to work, he/she shall be responsible for reimbursing the County for the share of the premiums which the County paid on the employee’s behalf.  Please refer to the Fremont County employee’s health plan document for further details.
An employee who takes leave under this policy will be able to return to the same job or a job with equivalent status, pay, benefits and other employment terms.  The highest compensated 10 percent of County employees are excluded from this provision.

If the employee takes leave under the FMLA for his/her own serious health condition, prior to returning to work the employee must provide a written certification from the health care provider attesting to the fact that the employee is able to resume work.  If you have any questions concerning the Family and Medical Leave Act, contact the Fremont County Government Payroll Clerk.  
Forms to be filled out for all FMLA employees are available from the county clerk’s payroll clerk.
5. L.  JURY LEAVE:  Jury leave shall be granted to all full-time/part-time employees.  Any employee who is serving as a member of a jury panel, or who is subpoenaed as a witness, will have the following options:
1.
If the employee is prevented from performing his/her regular duties, that person shall be granted leave of absence with pay.  However, daily jury service or witness fees acquired for work days and received by the employee shall be reimbursed back to the County.


2.
If the employee chooses to use paid leave to serve on jury duty or as a witness, they will pay their own 
expenses and keep the jury service or witness fee.

All requests for time off should go through the Elected Official or Department Head.

5. M.  ELECTION JUDGE LEAVE:  Election Judge leave shall be granted to all full-time/part-time employees.  
1.
The employees will use paid leave to serve as a judge of election.  They will pay their own expenses and keep the daily check and expense fees.  All requests for time off should go through the Elected Official or Department Head.

5. N.  VOTING LEAVE:  Pursuant to W.S. 22-2-111.  (A)  Any person entitled to vote at any Primary or General Election or Special Election to fill a vacancy in the office of Representatives in the Congress of the United States is, on the day of such election, entitled to absent himself from any service or employment in which he is then engaged or employed for a period of one (1) hour, other than meal hours, the hour being at the convenience of the employer, between the time of opening and closing of the polls.  Such elector shall not, because of so absenting himself, lose any pay, providing he actually casts his legal vote.
(B)  This section shall not apply to an employee who has three (3) or more consecutive non-working hours during the time the polls are open.
5. O.  MILITARY LEAVE:  military leave shall be granted to all employees under the guidelines of State Statutes 19-11-101 through 19-11-124.  In addition, Fremont County will pay the employee the difference between the salary received from the military service and the salary from Fremont County, provided the military salary is lower.  Any group health insurance afforded the employee by the county will be available per W.S. 19-11-109.
5. P.  EMERGENCY SERVICES LEAVE:  See the Emergency Event Response Procedures as adopted by the Board of County Commissioners.
5. Q.  LEGAL HOLIDAYS: The County Commissioners will set on an annual basis.
5. R.  RETIREMENT BENEFITS:  Membership in the Wyoming Retirement System is a benefit for full time, and part time employees under the guidelines of the State Retirement System outlined in State Statutes 9-3-401 through 9-3-454 .  Law enforcement personnel will be required to pay the additional amount as required by law.  No employee can opt out.  Employer and employee contributions will be determined by the County Commissioners.  Rehired retirees of the WRS will be handled per the statutory requirements.
5. S.  HEALTH BENEFITS:  Fremont County Commissioners may provide health benefits to part and full time employees.  Specific information shall be obtained from the most recent Plan Document.  Retirees may be eligible for health insurance benefits (see Plan Document).
5. T.  OTHER VOLUNTARY PAYROLL DEDUCTIONS:  Other types of insurance plans are available through the payroll deduction payment, but there is no participation by the County.  
5. U.  DEATH BENEFIT:  The beneficiary (ies) of a full time employee is entitled to receive the total sum of $10,000.00 within 45 days after the death of the employee.  Such beneficiary (ies) shall be as designated by the employee specifically for this purpose or as designated in the Wyoming Retirement if not otherwise designated.  In the event that there is no designation, the $10,000.00 shall be distributed to the employee’s estate (or to his/her heirs according to intestate or testate succession).
The beneficiary (ies) of a part-time employee is entitled to receive the total sum of $5,000.00 within 45 days after the death of the employee.  Such beneficiary (ies) shall be as designated by the employee specifically for this purpose or as designated in the Wyoming Retirement if not otherwise designated.  In the event that there is no designation, the $5,000.00 shall be distributed to the employee’s estate (or to his/her heirs according to intestate or testate succession).
A certified copy of the death certificate for the deceased employee shall be presented to the Payroll Clerk for payment of the benefit.

THIS SECTION IS TO BE APPROVED ANNUALLY (JULY 1) BY THE FREMONT COUNTY COMMISSIONERS,TO BE FUNDED THROUGH THE HEALTH BENEFIT FUND.
5. V. RETURN AFTER SEPARATION OF SERVICE:  When an employee separates from service and then returns to County employment, he/she will not resume the same benefit level upon his/her return, no matter how little time passes in the interim.  Returning employees must start at the same benefit rate as any new hire, unless granted an exception by their Elected Official / Board of County Commissioners.  This is effective December 2, 2014.
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ACKNOWLEDGMENT OF RECEIPT

(Originally signed copy return to payroll within 30 days of receiving the updates)
I have received an updated copy of the Fremont County Personnel Policy Handbook changes.  I understand I am to become familiar with the changes as it outlines my responsibilities, benefits and County policies.  I also understand that my Elected Official may have other policies and procedures that are not included in this document.  I understand that the contents of these changes or handbook do not constitute an expressed or implied contract of employment.  
THIS HANDBOOK IS INTENDED AS A GUIDE FOR THE EFFICIENT AND PROFESSIONAL PERFORMANCE OF YOUR JOB. NOTHING HEREIN CONTAINED SHALL BE CONSTRUED TO BE A CONTRACT BETWEEN THE EMPLOYER AND THE EMPLOYEE. ADDITIONALLY, THIS HANDBOOK IS NOT TO BE CONSTRUED BY ANY EMPLOYEE AS CONTAINING BINDING TERMS AND CONDITIONS OF EMPLOYMENT. COUNTY EMPLOYEES ARE AT-WILL, AND THE COUNTY RETAINS THE ABSOLUTE RIGHT TO TERMINATE ANY EMPLOYEE, AT ANY TIME, WITH OR WITHOUT GOOD CAUSE. FREMONT COUNTY RETAINS THE RIGHT TO CHANGE THE CONTENTS OF THIS HANDBOOK AS IT DEEMS NECESSARY, WITH OR WITHOUT NOTICE.
DESIGNATED SHERIFF OFFICE EMPLOYEES, AS DEFINED BY W.S. 18-3-611 (2007 LEXISNEXIS) ARE EXCEPTIONS TO EMPLOYMENT-AT-WILL.

_______________________________



_____________________________________

Employee signature





Employee’s Printed Name
_______________________________



_____________________________________

Date







Department Working For
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