WYOMING DEPARTMENT OF AGRICULTURE
INTERNAL POLICIES

PERSONNEL February, 2012

WORK HOURS/OVERTIME/LEAVE

Section 1. Work Hours

Regqular business houase from 8:00 a.m. to 5:00 p.m. Monday through Friday.

1.

3.

The Department must be open from 8:00 a.m. through 5:00 p.rbeastdffed
appropriately to ensure service to the public and other aggeatcall times.

Every effort will be made by division managers to easigverage between 8:00
a.m. and 5:00 p.m. Managers should notify Administraticadivance if this
coverage will not be possible for their division. Gheyenne, the Department
receptionist should be informed of employees’ schedulesder to efficiently
direct calls.

Each employee is allowed two fifteen-minute work breake (in the morning
and one in the afternoon); with supervisor’s permisgiogse two breaks can be
combined between 9 a.m. and 4 p.m. for one thirty-minutklye combined
with a lunch period for the Wellness Initiative. No aibaiial time will be granted
for other breaks.

The workweek begins at 12:01 a.m. Saturday and ends Ftidag@ight.

Section 2._Overtime / Compensatory Time for Non-Exelfmpployees. The department
allows either payment for overtime or compensatory tifidor overtime hours worked
by non-exempt employees.

1.

All overtime and compensatory time must be approved byndgager/supervisor
BEFORE the employee actually performs the work. If the erygdoworks
overtime without prior approval, the overtime will badpbut disciplinary steps
may be taken. If there is an emergency or justifisddeson, overtime may be
worked without prior approval, although the manager musiohéed as soon as
possible.

. Compensatory time shall be used within three months béitsy earned in order

to provide less disruption to the operation of the divisind the Department. If
the comp time cannot be used within that three montmggiehe manager may
allow an employee to use compensatory time beyond thoe¢hs with
justification from the employee or because of extangatircumstances.

Once approved, according to the State Compensation Poayagers will honor
an employee’s request for either pay or comp time exebpte a division’s
budgetary or staffing limitations preclude the employeeajsiest. Managers will
monitor employees’ accrual of comp time and discouragaiatof comp time
above a maximum of 40 hours for any single employee.

Compensatory time shall be used before taking any vacaaee.|

The State of Wyoming Personnel Rules and the Compensatiary both apply
to overtime and compensatory time.



6. Overtime or compensatory time request forms must leel fdut in duplicate,
approved by the supervisor, and submitted to the Adminigtraéotion.

7. All overtime requests shall be completed for the entoekwveek, Saturday
through Friday, regardless of pay period. These slipsheaadyrned in on a
weekly basis, but actual payment date will vary by paynaioff dates.

Section 3._Flextim¢Chapter 18 Personnel Rules at the discretion of each division
manager and the Director and by written request (Appendix B).

1. The department’s flex band is 6:30 a.m. through 6:30 p.m.3a8(h p.m. being
the earliest departure time; the flex workweek begiria1 p.m. Friday and
ends at 12:00 p.m. the following Friday.

2. Lunch period will be %2 to 2 hours (¥2 hour minimum). sTaiternative work
schedule depends on the mutual agreement of employedymimianager, and
director. This schedule can be terminated by the mawoaghkrector at any time.
This schedule cannot result in any additional overtimeompensatory time.

3. The Department has adopted the State of Wyoming Flex&roGuidelines
(Chapter 18 Personnel Rulesith the following changes:

Week 1 - Monday through Friday: 7:00 a.m. to 5:00 p.m. (1 hunah) for 45 hours
Week 2 - Monday through Wednesday: 7:00 a.m. to 5:00 p.m. (luvaln) for 27
hours with Thursday 7:00 p.m. to 4:00 p.m. (1 hour lunch) fow8s and Friday off for
a total of 80 hours.

Employees on maxi flex time will need to take 9 hourarafual or sick leave on 9 hour
work days, or work 9 hours on the Thursday beforeléheday in order to take 8 hours
of annual or sick leave.

Section 4._Other flex arrangementay include employees needing to adjust their
schedules for classes or training and in cases wheoekalay longer than eight hours is
the most expedient and cost effective. Again, the eyegl will seek the division
manager’s and director’s approval in prior to beginning feckedule.

Section 5._Leave request forase required on all leave including, annual, sick,
compensatory, military, administrative, bereavemenirtamr other. Leave request forms
must be submitted to the supervisor in duplicate; requesksafee of 6 or more working
days, leave slips must be submitted a minimum of 2 weekdvance. After approving
and signing the duplicate form, the supervisor returnsapg t the employee and
routes the original to the personnel contact.

1. Court Leave.

A. An employee required to serve as a member of agangl or as a court witness
shall be granted leave with pay while serving. A leave reédoes must be
submitted to the supervisor prior to the leave.

B. Copies of Jury Summons shall be submitted withébhed request form.

C. The employee completing jury duty can retain any cowsgtgon received from
the court.

2. Family Medical Leave Act.

A. The Department follows the State Personnel Ratésria for FMLA found in

Chapter 10, Section 15.




B.

FMLA provides for leaves of absence to employedsl have worked both 12
months and 1250 hours prior to the use of FMLA. A maxim@idRoveeks of
paid and/or unpaid leave is allowed within a 12-month peride State
Personnel Rules stipulate that the leave include sislelevacation leave, any
other available leave, and donated sick leave with 30 dags mmtice if
possible. A certification form is available from thdrAinistrative Manager.
During any FMLA leave the Department shall maintagemployee’s coverage
under any group health plan on the same conditions asag@veould have been
provided if the employee had been continuously employed dthéngntire leave
period. If family member coverage is provided to an engdoyamily member
coverage shall be maintained during the FMLA leave.

3. Military Leave. Employees who are members of the military will benged up to 15

working days in any calendar year to attend authorized trgmogyams. A leave
request form must be submitted to the supervisor along witteworders prior to the

leave.

4. Administrative LeaveThe WDA is awarded two days (16 hours) of administeativ

leave per employee per year. If pre-approved by the Dirgtise leave hours may be
awarded for the following types of programs:

Employee recognition programs

Employee of the Month: 8 hours of leave (or proratgait-time)

Department wellness initiatives
(1) Blood draws
(2) Wellness Initiative award recognizes compleBngours/week or 13
hours/month of physical exercise over 6 months withdayeof
administrative leave.

Merit incentive programs at a manager’s discretion whadhprior approval from

the Director

Team based recognition — project completion
Pre-approved, non-profit community service
Family departing or returning from active duty military\see (domestic or

abroad)

1.

wmn

4.

To attend military funerals

Requests for all administrative leave will be initéhtey division manager and
forwarded to the Director for approval or disapproval. Thegeests will
contain specific information about the individual em@e'g contribution to the
Department which is to be rewarded and the number of houxes granted and
when.

Individual employees may receive no more than two gaygyear.
Administrative leave requests must be approved by indivitlaalager and used
within the calendar year. Extensions should be apprbyadanager. These
administrative leave hours must also be used before tiome or annual leave.
Administrative Services will track the usage of the Bour

Section 6._Time sheets /Activity Sheets for Non-ExeBipployees including seasonal
and AWEC employeesAll non-exempt employees are required to submit TimetShe

/Activity Sheets on a weekly or monthly basis.



1. Documentation must include actual hours worked and leavedike®s.
Managers of each section may require additional infaomat

2. The employee and the supervisors’ signature are requareergication to the
accuracy of the hours submitted.

Section 7._Call-back and on-call procedures for non-exemptoyees.

1. Call-back: If the supervisor calls a non-exempt empadyeck to work during
other than normally scheduled hours, that employee lsbadhid for a minimum
of two hours worked. Only the actual hours worked di@lised to determine
total workweek hours.

2. On-call: If the supervisor schedules an employee &ubgect to call, that
employee shall be paid $1 per hour for the time perioenf@oyee is schedule
to be “on-call” to return to work. If the employeecalled back to work, then the
call-back policy applies: a minimum of two hours’ gayt only the actual hours
worked shall be used to determine total workweek hours.

3. Either “call-back” or “on-call” shall be clearly deliaged on the employee’s time
schedule in order to be properly compensated.




