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TOWN COUNCIL MEETING AGENDA 

July 15, 2025, at 7:00 PM / 250 River Circle - Alpine, WY 83128 

Notice - The video and audio for this meeting are streamed live to the public via the internet and mobile devices with views 

that encompass all areas, participants, and audience members. Please silence all electronic devices during the meeting. 

Comments made on YouTube will not be answered. Please email clerk@alpinewy.gov with any questions or comments.  

1.     CALL TO ORDER - Mayor Green 

2. PLEDGE OF ALLEGIANCE – Mayor Green 

3. ROLL CALL – Monica Chenault 

4. ADOPT THE AGENDA 

5. APPOINTMENT AND OATH OF OFFICE FOR AMY WIERDA, TOWN 

COUNCILMEMBER 

APPROVAL OF CONSENT AGENDA 
Items listed on the consent agenda are considered to be routine and will be enacted by one motion in the form 

listed hereafter. There will be no separate discussion of these items unless a Council member or citizen 

requests, in which case the item will be removed from the Consent Agenda and will be considered on the 

Regular Agenda. 

6. CONSENT AGENDA – Mayor Green 

a. Town Council Minutes: June 17, 2025, Town Council Meeting Minutes and July 1, 2025, Town 

Council Meeting Minutes.  

b. Planning & Zoning Commission Minutes: June 10, 2025 

c. Bills to Pay: 7/2/2025 - 7/15/2025 

7. REPORTS 

a. Mayor’s Report – Eric Green 

b. Events Committee Report - Andrea Burchard 

c. Engineering Report – Jorgensen Engineering 

d. Planning & Zoning Report – Racheal Stewart 

e. Economic Development Report – Jeremiah Larsen 
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f. Utility Easement Update – Jeremiah Larsen  

g. Alpine Travel & Tourism Board Report – Jeremiah Larsen 

h. Lincoln County Sheriff’s Report – Submitted in writing 

i. Stephen Allen - Chief of Staff Lincoln County Commissioners  

8. PUBLIC COMMENT ON AGENDA ITEMS 
Public comment is limited to a total of 20 minutes, with each speaker allowed up to 3 minutes. This is an 

opportunity to comment on items listed on the agenda. Speakers are expected to maintain decorum and be 

respectful. Written comments may be submitted by 12:00 PM (Noon) on the day of the meeting. 

9. ACTION ITEMS 

a. Ordinance No. 2025-011 - Land Use and Development Code - 3rd Reading: 

Seeking a motion to approve 3rd Reading of Ordinance No. 2025-011 - Land Use and 

Development Code. 

b. Resolution No. 2025-027-To create Emergency Action Plan Committee: 

Seeking a motion to approve Resolution No. 2025-027-To create Emergency Action Plan 

Committee. 

c. Resolution No. 2025-028 - Recapture Money Restrictive Fund: 

Seeking a motion to approve Resolution No. 2025-028 - Recapture Money Restrictive Fund. 

d. Resolution No. 2025-030 - Establishing A Semiquincentennial Committee: 

Seeking a motion to approve Resolution No. 2025-030 - Establishing A Semiquincentennial 

Committee. 

e. Resolution No. 2025-031- A Resolution To Transition To A Paid Time Off (PTO) System And 

Modify Employee Benefit Structures For All Full-Time Employees Employed On Or Before 

April 21, 2025: 

Seeking a motion to approve Resolution No. 2025-031- A Resolution To Transition To A Paid 

Time Off (PTO) System And Modify Employee Benefit Structures For All Full-Time Employees 

Employed On Or Before April 21, 2025. 

f. Resolution No. 2025-032 - Short Term Disability Policy: 

Seeking a motion to approve Resolution No. 2025-032 - Short Term Disability Policy. 

g. WCSR Safety Evaluation and Discount Program Enrollment: 

Seeking a motion to approve WCSR Safety Evaluation and Discount Program Enrollment and 

authorize Mayor Green to sign. 
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h. Review and Approval of Snake River MEP Invoice-001: 

Seeking a motion to approve Snake River MEP Invoice-001. 

i. Resolution No. 2025-033 - Ratifying The Mayor’s Decision To Purchase A Pump and Motor In 

Well No. 3 And Approving A Budget Adjustment To Increase Line Item 5180332 – Field Ops 

Repairs & Maintenance 

Seeking a motion to approve Resolution No. 2025-033 - Ratifying The Mayor’s Decision To 

Purchase A Pump and Motor In Well No. 3 And Approving A Budget Adjustment To Increase 

Line Item 5180332 – Field Ops Repairs & Maintenance 

j. Muller Minor Construction Permit: 

Seeking a motion to approve the Muller Minor Construction Permit, contingent upon submission 

of an updated site plan confirming the porch addition does not encroach upon the setback. 

10. TABLED ITEMS 

a. Resolution No. 2025-022 - A Resolution Adopting The Updated Employee Policy & Procedure 

Manual: 

Seeking a motion to remove from the table Resolution No. 2025-022 - A Resolution Adopting 

The Updated Employee Policy & Procedure Manual. 

Seeking a motion to approve Resolution No. 2025-022 - A Resolution Adopting The Updated 

Employee Policy & Procedure Manual. 

11. GENERAL PUBLIC COMMENT 
General public comment is limited to a total of 20 minutes, with each speaker allowed up to 3 minutes. This is 

an opportunity to address the Council on any topic not listed on the agenda. The Council may listen but will 

not take action on items raised during this time. Speakers are expected to maintain decorum and be respectful. 

Written comments may be submitted by 12:00 PM (Noon) on the day of the meeting. 

12. ADJOURNMENT 
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Town of Alpine Check Register - Town of Alpine Page:     1

Check Issue Dates: 7/2/2025 - 7/15/2025 Jul 15, 2025  12:28PM

Report Criteria:

Report type:  Summary

Check.Type = {<>} "Adjustment"

GL Period Check Issue Date Check Number Vendor Number Payee Check GL Account Amount

07/25 07/11/2025 0 1510 Lincoln County Sheriff's Office 10-20100 606.50

07/25 07/11/2025 0 2520 Vinylart 10-20100 78.00

07/25 07/11/2025 0 1880 Salt River Motors 52-20100 705.13

07/25 07/11/2025 0 2560 Water Dogs Irrigation 10-20100 2,560.00

07/25 07/11/2025 0 710 Core & Main 51-20100 63,919.66

07/25 07/11/2025 0 2010 Star Valley Chamber of Commerce 10-20100 1,500.00

07/25 07/11/2025 0 2610 WY Office of State Lands & Investments 51-20100 29,506.17

07/25 07/11/2025 0 870 Energy Laboratories, Inc 51-20100 159.00

07/25 07/11/2025 0 3530 Westbank Sanitation 10-20100 2,016.57

07/25 07/11/2025 0 4120 Reagan Dyer 10-20100 2,500.00

07/25 07/11/2025 0 4130 Snake River MEP Complete 52-20100 47,169.00

07/25 07/11/2025 0 650 CNA Surety 10-20100 250.00

07/25 07/11/2025 0 3940 PEAC Solutions 10-20100 235.89

07/25 07/11/2025 0 860 Dry Creek Enterprises, Inc 10-20100 14,238.00

07/25 07/11/2025 0 1530 Lincoln County Water Quality Lab 51-20100 74.00

07/25 07/11/2025 0 1700 One Call of Wyoming 52-20100 246.75

07/25 07/11/2025 0 1780 RE Investment Company 51-20100 449.28

07/25 07/11/2025 0 2390 USABlueBook 52-20100 449.17

07/25 07/11/2025 0 3340 Ahren Schultheis 52-20100 1,000.00

07/25 07/11/2025 0 3900 Peak Water Services, LLC 52-20100 2,615.00

07/25 07/11/2025 0 2450 Valley Auto Supply 10-20100 68.22

07/25 07/11/2025 0 2150 Mike Lamere 10-20100 1,697.50

07/25 07/11/2025 0 570 Broulims-Alpine 51-20100 4,957.15

07/25 07/11/2025 0 790 Depatco 51-20100 589.67

07/25 07/11/2025 0 1680 Norco, Inc 10-20100 39.60

07/25 07/11/2025 0 250 Alpine Ace Hardware 10-20100 2,514.25

07/25 07/11/2025 0 1810 Parkland USA Corporation 10-20100 586.68

07/25 07/11/2025 0 1210 Huber Technology 52-20100 4,852.80

07/25 07/11/2025 0 1340 Jorgensen Engineering 52-20100 33,187.94

07/25 07/11/2025 0 2140 SVI Media 10-20100 21,600.00

07/25 07/11/2025 0 2890 High Country Linen 52-20100 593.19

07/25 07/11/2025 0 3350 Jennifer Anderson 10-20100 384.79

07/25 07/11/2025 0 480 Belinda Penny 10-20100 1,240.00

07/25 07/11/2025 0 200 Alarmlogix 10-20100 35.00

07/25 07/11/2025 0 1310 Jenkins Building Supply 52-20100 1,377.19

07/25 07/03/2025 20439 2240 The Linfords 10-20100 2,000.00

07/25 07/10/2025 20440 3780 The Bancorp 10-20100 8,053.61 M

07/25 07/07/2025 20444 3410 Tasha Ghozali 10-20100 2,500.00

07/25 07/05/2025 20445 2880 Xpress Bill Pay 52-20100 672.66 M

07/25 07/05/2025 203826 410 AT&T MOBILITY 51-20100 637.96 M

Grand Totals: 257,866.33

Summary by General Ledger Account Number

GL Account Debit Credit Proof

10-20100 2,817.82 56,635.95- 53,818.13-

10-42-315 1,912.50 .00 1,912.50

10-42-325 235.89 .00 235.89

10-42-360 1,500.00 .00 1,500.00

M = Manual Check, V = Void Check
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Town of Alpine Check Register - Town of Alpine Page:     2

Check Issue Dates: 7/2/2025 - 7/15/2025 Jul 15, 2025  12:28PM

GL Account Debit Credit Proof

10-42-370 96.58 .00 96.58

10-42-381 250.00 .00 250.00

10-42-410 88.63 .00 88.63

10-48-415 21,600.00 .00 21,600.00

10-50-331 668.60 .00 668.60

10-50-452 44.11 .00 44.11

10-54-333 80.08 .00 80.08

10-54-454 2,017.48 .00 2,017.48

10-54-455 1,350.94 2,781.74- 1,430.80-

10-56-319 606.50 .00 606.50

10-56-452 44.11 .00 44.11

10-58-330 200.00 .00 200.00

10-58-332 600.00 .00 600.00

10-58-400 1,039.28 36.08- 1,003.20

10-58-410 940.07 .00 940.07

10-58-450 98.32 .00 98.32

10-58-452 35.00 .00 35.00

10-58-454 310.81 .00 310.81

10-65-332 3,044.12 .00 3,044.12

10-65-340 1,697.50 .00 1,697.50

10-65-452 807.95 .00 807.95

10-65-454 131.14 .00 131.14

10-66-430 2,104.73 .00 2,104.73

10-66-431 7,000.00 .00 7,000.00

10-90-541 78.00 .00 78.00

10-95-640 8,053.61 .00 8,053.61

51-20100 116.71 103,402.97- 103,286.26-

51-42-315 8,901.50 .00 8,901.50

51-42-370 295.26 .00 295.26

51-42-410 79.91 .00 79.91

51-80-320 86.96 100.00- 13.04-

51-80-332 13,038.85 1.00- 13,037.85

51-80-400 24.25 .00 24.25

51-80-452 247.56 .00 247.56

51-80-454 230.00 15.71- 214.29

51-90-545 66,542.09 .00 66,542.09

51-95-620 11,498.58 .00 11,498.58

51-95-630 2,458.01 .00 2,458.01

52-20100 3,353.48 104,115.42- 100,761.94-

52-42-315 3,342.35 .00 3,342.35

52-42-370 295.26 .00 295.26

52-82-332 9,209.11 .00 9,209.11

52-82-420 .00 3,353.48- 3,353.48-

52-82-454 375.58 .00 375.58

52-83-454 300.00 .00 300.00

52-84-110 1,000.00 .00 1,000.00

52-84-315 187.00 .00 187.00

52-84-318 7,362.00 .00 7,362.00

52-84-320 509.75 .00 509.75

52-84-332 8,753.58 .00 8,753.58

52-84-420 30.28 .00 30.28

52-84-454 44.11 .00 44.11

52-84-500 705.13 .00 705.13

52-90-541 56,451.69 .00 56,451.69

52-95-620 13,076.49 .00 13,076.49

52-95-630 2,473.09 .00 2,473.09

M = Manual Check, V = Void Check
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Town of Alpine Check Register - Town of Alpine Page:     3

Check Issue Dates: 7/2/2025 - 7/15/2025 Jul 15, 2025  12:28PM

GL Account Debit Credit Proof

Grand Totals: 270,442.35 270,442.35- .00

Dated: ______________________________________________________

             Mayor: ______________________________________________________

           Council: ______________________________________________________

                        ______________________________________________________

                        ______________________________________________________

                        ______________________________________________________

       Treasurer: _____________________________________________________

Report Criteria:

Report type:  Summary

Check.Type = {<>} "Adjustment"

M = Manual Check, V = Void Check
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Town of Alpine 

6/1/25 to 6/30/25 

Citations  1 Citations   1 Warnings 

CFS/Law Incidents  238 

Special Patrol 45 

 

Animal Problem 3 Abandoned Vehicle 3 

Agency Assist 4 Auto Accident 9 
Aircraft 1 Child Abuse  
Alarms 9 Citizen Dispute 1 
Assault 1 Civil Standby 1 

Burglary 1 Custodial interference  
Citizen Assist 6 Domestic Violence 1 

Alcohol problems  Civil Execution/paper  1 / 
Controlled Burn 12 Disturbance 5 

Controlled Substance  Game & Fish 3 
Drugs  Harassing 3 
E911 18  Fire / Fireworks 4 / 1 
Fraud 1  Field contact 3 

Information 2 Patient transport  

Property damage 1 Lost/Found Property 1 
Lost/Found Animal 3 Parking problem  

Livestock/lock out 5 / Juvenile problem 1 

Mental subject  Medical 8 
Littering  Missing person  

Noise 2 REDDI 12 
Reckless driving 9 Motorist assist 4 

Smoke/Fire  Prisoner transport 27 

Robbery  Security check / Test 1 / 1 
Sex offense/Stalking  Suspicious 3 

Search/LE  Vehicle theft / Repo / 1 

Suicidal Subject  Threatening 2 
Traffic stop 44 Weapon offence 1 

Traffic hazard  3 Trespassing 1 
Theft 3 Vandalism  

Traffic offense   Utility problem  
Transfer patient  Welfare Check 4 
Vin Inspection 7 Warrant   

VIN Stamp  Utility problem  
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Town of Alpine Ordinance No. 2025-011 – Land Use and Development Code 

 

Page 1 of 7 

TOWN OF ALPINE 

ORDINANCE NO. 2025-011 

LAND USE & DEVELOPMENT CODE 

AN ORDINANCE REPEALING AND REPLACING CERTAIN SECTIONS OF PART 2 

– PROCEDURES AND PART 4 – DEVELOPMENT STANDARDS OF THE TOWN OF 

ALPINE LAND USE AND DEVELOPMENT CODE, REPEALING ORDINANCE NO. 

1997-59 AND CONFLICTING ORDINANCES, AND AMENDING THE TABLE OF 

CONTENTS ACCORDINGLY 

WHEREAS, the Town of Alpine has adopted a Land Use and Development Code to regulate land use 

and development activities within the town limits; 

WHEREAS, the Town Council of the Town of Alpine has determined that specific updates to Part 2 – 

Procedures and Part 4 – Development Standards are necessary for improved clarity, accuracy, and 

alignment with current planning and building practices; 

NOW, THEREFORE, BE IT ORDAINED BY THE GOVERNING BODY OF THE TOWN OF 

ALPINE, WYOMING: 

SECTION 1. REPEAL AND REPLACEMENT OF PART 2 – PROCEDURES 

The following sections of the Alpine Land Use and Development Code, Part 2 – Procedures, are hereby 

repealed in their entirety and replaced with the following: 

Section 2-204. Planned Unit Development Process 

 

(f) The Zoning Administrator will, as soon as practical, place the proposed planned unit 

development application on the agenda of the Alpine Planning and Zoning Commission.   

 

(g) Before any decision is reached by the Alpine Planning and Zoning Commission: 

 

(1) The landowner(s)/applicant(s) will post a copy of the proposed planned unit 

development application upon the property where the planned unit development is 

requested.  Notice shall be no less than 18” x 24” and posted on material that is 

visible from the property line.  The costs of production of the notice and posting 

the notice shall be borne by the petitioner. This public notice will be made, at least, 

thirty (30) days before the planned unit development application is considered 

publicly by the Alpine Planning and Zoning Commission.  

(2) The landowner(s)/applicant(s) will provide written notice, via certified mail, to all 

utilities effected and all owners of property within five hundred (500) feet of the 

property or properties under consideration for a planned unit development.  The 

written notice will also include the date, time and place when the proposed planned 

unit development will be considered by the Alpine Planning and Zoning 

Commission. This public notice will be made, at least, thirty (30) days before the 

planned unit development application is considered publicly by the Alpine 

Planning and Zoning Commission. The landowner(s)/applicant(s) shall bear the 
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responsibility of paying all costs and postage fees of the certified mailing and 

provide proof of said mailings to the Planning and Zoning Administrator.   

 

(3) The Alpine Planning and Zoning Commission will hold one (1) public hearing at 

a public facility within the Town of Alpine.  Town residents and the general public 

will receive at least thirty (30) days’ notice of the public hearing.  Public notice 

will be advertised in one (1) newspaper of general circulation throughout Lincoln 

County.  The Planning and Zoning Administrator will prepare the notice and 

provide it to the newspaper. The landowner(s)/applicant(s) shall bear the 

responsibility of paying all costs of this advertising. Public comments received 

during the meeting will be documented for subsequent reference during the zone 

change process. 

 

Section 2-207.2. Minor Subdivision Review and Approval Process (Figure 2-6) 

(c) Applicant will complete and file one (2) hard copies, and one (1) digital copy of a master 

plan report for the proposed subdivision with the Zoning Administrator.  The master plan 

will address what municipal services the subdivision intends to use, as well as the 

potential impact of the proposed subdivision upon the Town of Alpine and the 

community.  The master plan, which will contain a combination of technical narrative, 

statistical tables, and illustrations, will address, at least, the following issues: 

 

(1)   The purpose of the subdivision and proposed land uses. 

(2)    A development schedule for proposed land uses. 

(3)   The number of lots being created and, if applicable, the zoning designations 

requested for each lot.  

(4)   Planned water system, as well as anticipated average day and maximum day water 

demand. 

(5)   Planned wastewater system, as well as anticipated average daily flows. 

(6)   Planned points of access to municipal roads, Lincoln County roads, and U.S. 

Highway 89, as well as anticipated average and peak day traffic volumes 

(7)   Planned storm water management plan and anticipated storm water flows for ten 

(10) year storm event. 

(8) Planned snow storage areas. 

(9)   Planned easements and facilities to accommodate access to, or the extension of, 

the Town of Alpine’s planned community trail system.   

(10) Landscape Plan 

 

(d) Applicant will prepare and file one (1) hard copy, and one (1) digital copy of a 

preliminary plat with the Zoning Administrator that contains, at least, the following 

information: 

(1)   Proposed name of subdivision, the size of property to be subdivided (in acres), and 

the size of the lots or parcels being created; 
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(2)  Name and address of the subdivision applicant, professional engineer or 

professional land surveyor registered in the State of Wyoming who prepared the 

plat, and owners of subject property; 

(3)   Location and boundaries of the subdivision that are tied to two (2) legal survey 

monuments; 

(4)   Date of drawing preparation and all subsequent revisions, as well as a scale (not 

less than one {1} inch = two hundred {200} feet) and north arrow; 

(5)   Boundary lines of subdivision, the location and dimensions of all existing streets, 

alleys, trails, paths, easements, watercourses and irrigation ditches, and structures 

on and within two hundred (200) feet of the subdivision; 

(6)   Location of existing water distribution and wastewater collection lines on and 

within two hundred (200) feet of the subdivision; 

(7)   Two (2) foot contours where ground slopes are less than ten (10) percent and five 

(5) foot contours where ground slopes exceed ten (10) percent. 

Section 2-207.3. Major Subdivision Review and Approval Process (Figure 2-7) 

(d) Applicant will complete and file two (2) hard copies, and one (1) digital copy of a master 

plan report for the proposed subdivision with the Zoning Administrator.  The master plan 

will address what municipal services the subdivision intends to use, as well as the potential 

impact of the proposed subdivision upon the Town of Alpine and the community.  The 

master plan, which will contain a combination of technical narrative, statistical tables, and 

illustrations, will address, at least, the following issues: 

(1) The purpose of the subdivision and proposed land uses. 

(2) A development schedule for proposed land uses. 

(3) The number of lots being created and, if applicable, the zoning designations 

requested for each lot, and densities associated with residential and commercial 

land uses. 

(4)   Suitability of soils to support future land use expansion.   

(5)   Compatibility of proposed land uses with adjacent land uses. 

(6)   When applicable, the potential need for new housing in the context of anticipated 

housing demands for Alpine.  

(7)   Planned water system, as well as anticipated average day and maximum day water 

demand. 

(8)   Planned wastewater system, as well as anticipated average daily flows. 

(9)   Planned points of access to municipal roads, Lincoln County roads, and U.S. 

Highway 89, anticipated average and peak day traffic volumes. 

(10)   Vehicular circulation plan. 

(11)   Planned storm water management plan and anticipated storm water flows for ten 

(10) year storm event. 

(12) Snow storage areas. 
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(13)    Landscaping plan. 

(14)  Planned easements and facilities to accommodate access to, or the extension of, 

the Town of Alpine’s planned community trail system.   

(15)   When applicable, planned covenants, contracts or deed restrictions that may be 

associated with a common interest development. 

 

(e) Applicant will prepare and file two (2) hard copies to scale and one (1) digital copy of a 

preliminary plat with the Zoning Administrator that contains, at least, the following 

information: 

(1) Proposed name of subdivision, the size of property to be subdivided (in acres), and 

the size of the lots or parcels being created; 

(2)  Name and address of the subdivision applicant, professional engineer or 

professional land surveyor registered in the State of Wyoming who prepared the 

plat, and owners of subject property; 

(3)   Location and boundaries of the subdivision that are tied to two (2) legal survey 

monuments; 

(4)   Date of drawing preparation and all subsequent revisions, as well as a scale (not 

less than one {1} inch = two hundred {200} feet) and north arrow; 

(5)   Boundary lines of subdivision, the location and dimensions of all existing streets, 

alleys, trails, paths, easements, watercourses and irrigation ditches, and structures 

on and within two hundred (200) feet of the subdivision; 

(6)   Location of existing water distribution and wastewater collection lines on and 

within two hundred (200) feet of the subdivision; 

(7)   Two (2) foot contours where ground slopes are less than ten (10) percent and five 

(5) foot contours where ground slopes exceed ten (10) percent. 

(o) The applicant will prepare and file two (2) hard copies to scale and one (1) digital copy 

of a final subdivision plat application, and related filing fees, with the Zoning 

Administrator. The final subdivision plat application will include the final subdivision 

plat, a signed copy of a subdivision improvement agreement, a payment of all design 

costs for public improvements, and performance surety. 

Section 2-301(9–11). Building Permit Requirements 

(9)  Two (2) hard copies to scale, a minimum of 2-foot by 3-foot, set of scaled 

construction drawings (see application checklist) that illustrate the proposed 

foundation, floor plan, typical wall section, roof system, building elevations, 

exterior material specifications, as well as electrical, plumbing, radon and 

HVAC systems.  All construction drawings for structures submitted with a 

permit application will be designed, stamped and certified by a civil or 

structural engineer greater than three hundred (300) square feet in size.) 

Along with one (1) digital copy of the construction drawings. {See permit 

checklist for complete details}. 

(10) All new buildings including additions or remodels to and existing structures, 

require submittal of two (2) hard copies, a minimum of 18-inches by 24-inches,  
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set of a scaled site/plot plan, that depicts the location of, proposed vehicular access, 

the finish grade of the project site, septic system or sewer connection location, 

water connection location, denoting all above ground and below ground utilities 

(power, propane) and/or easements to be located on the property, vehicle parking 

(garage square footage and driveway dimensions {square footage}), setbacks, 

onsite drainage facilities and snow storage areas (snow storage dimensions {square 

footage}) needs to be clearly identified. Along with one (1) digital copy of the 

scaled site/plot plan. {See permit checklist for complete details}. 

a. Submittal of the civil engineered site plan is required for all Multi-

Unit Residential (R-2) {including additions or remodels to existing 

structures}, Mixed Residential and Commercial (MRC) {including 

additions or remodels to existing structures} and Commercial (C) 

{including additions or remodels to existing structures}, Light 

Industrial (LI) {including additions or remodels to existing 

structures}, Public and Community Facilities (PCF) {including 

additions or remodels to existing structures} and Recreation and 

Conservation (RC) {including additions or remodels to existing 

structures} permit applications.  

(11) Two (2) hard copies, scaled if applicable, set of other construction documents 

and/or other data that the applicant may consider relevant to the building permit 

application will be submitted with the building permit application. All 

construction documents and/or other requested documents will be stamped 

and certified by a civil or structural engineer licensed in the State of 

Wyoming; (Stamped engineering is required on all structures greater than 

three hundred (300) square feet in size. 

Section 2-304. Required Building and Site Inspections 

(h) Electrical permits and inspections for projects within the Town of Alpine are issued 

and conducted by the Wyoming Department of Fire Prevention and Electrical Safety. 

The homeowner or contractor is responsible for obtaining the appropriate permit and 

ensuring that all required inspections are completed. 

 

(1) A copy of the approved wiring permit and any associated inspection reports 

must be submitted to the Town before the issuance of a Certificate of 

Occupancy or Certificate of Completion. 

The previously included standalone sentence “NOTE: STATE TO COMPLETE ALL 

ELECTRICAL INSPECTIONS” is hereby struck and shall not appear in the revised section. 

SECTION 2. REPEAL AND REPLACEMENT OF PART 4 – DEVELOPMENT STANDARDS 

The following sections of Part 4 – Development Standards of the Alpine Land Use and Development 

Code are hereby repealed and replaced, except Section 4-204, which is hereby added as a new 

section: 

 

Section 4-201. Applicable Building Codes 
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(a) All buildings and temporary structures built or located within the Town of Alpine on or after 

November 1, 2006, shall comply with the most currently published version of the International 

Building Code (IBC) or International Residential Code (IRC), as published by the International 

Code Council (ICC). 

(b) The construction of all new, or the repair of any existing, plumbing, mechanical, and fuel gas 

systems installed in the Town of Alpine following the adoption of the Alpine Land Use and 

Development Code shall conform to the most currently published version of the following codes 

as published by the International Code Council (ICC) at the time of installation: 

 International Plumbing Code (IPC) 

 International Mechanical Code (IMC) 

 International Fire Code (IFC) 

 International Fuel Gas Code (IFGC) 

(c) The construction of all new, or the repair of any existing, electrical systems installed in the Town 

of Alpine after the adoption of the Alpine Land Use and Development Code shall comply with 

the most current version of the National Electrical Code (NEC) as adopted by the State of 

Wyoming at the time of installation. 

Section 4-203. Exceptions to Adopted Building Codes 

(a) When necessary, the Alpine Town Council may adopt exemptions to specific standards 

within any of the adopted building codes. Refer to the most recently adopted ICC Code 

Exception Ordinance(s) for applicable details. 

Section 4-204. Grace Period (NEW SECTION) 

(a) A six-month grace period shall be granted from the date of publication of a new ICC version, 

during which time both the newly published and previously adopted versions will be accepted. 

SECTION 3. AMENDMENT TO THE TABLE OF CONTENTS 

The Table of Contents of the Alpine Land Use and Development Code is hereby amended accordingly to 

reflect the repeal and replacement of the sections listed in this ordinance. 

SECTION 4. EFFECTIVE DATE 

This Ordinance shall take effect and be in force from and after its passage, approval, and publication as 

required by law. 

SECTION 5. REPEAL OF ORDINANCE NO. 1997-59 AND CONFLICTING ORDINANCES 

Ordinance No. 1997-59 is hereby repealed in its entirety. All other ordinances or portions of ordinances 

previously enacted by the Town of Alpine that are in conflict with this Land Use and Development Code 

are also hereby repealed. 

The language and provisions formerly adopted in Ordinance No. 1997-59 have been updated, 

reorganized, and incorporated into Part 3 – Zoning Ordinance of the Town of Alpine Land Use and 

Development Code 

74

Section 9, Itema.



 

 

Town of Alpine Ordinance No. 2025-011 – Land Use and Development Code 

 

Page 7 of 7 

Passed First Reading on the 17th day of June 2025. 

 

VOTE:    4    YES,    0      NO,    0      ABSTAIN,     0    ABSENT 

 

Passed First Reading on the 1st day of July 2025. 

 

VOTE:    4    YES,    0      NO,    0      ABSTAIN,     0    ABSENT 

 

Passed on Third and Final Reading 15th day of July 2025.  

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

 

 

TOWN OF ALPINE  

 

                                          

____________________________ 

Eric Green, Mayor of Alpine 

 

ATTEST:  

 

 

 

________________________________ 

Monica L. Chenault, Clerk / Treasurer 

 

 

 

ATTESTATION OF THE TOWN CLERK 

 

 

STATE OF WYOMING ) 

COUNTY OF LINCOLN ) 

TOWN OF ALPINE ) 

 

I hereby certify that the forgoing Ordinance No. 2025-011 shall be duly posted for ten (10) days in 

the Town Office. 

I further certify that the foregoing Ordinance will be posted on the Town website in final form, 

upon its passing and approved by the Town Council as soon as is practicable. 

 

I further certify that the forgoing Ordinance will be duly recorded in the BOOK OF ORDINANCES, 

TOWN OF ALPINE, LINCOLN COUNTY, WYOMING. 

 

 

ATTEST: 

 

________________________________ 

Monica L. Chenault, Clerk / Treasurer 
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-027 

A RESOLUTION APPOINTING A SEVEN (7) MEMBER COMMITTEE TO DEVELOP 

EMERGENCY ACTION PLANS FOR THE TOWN OF ALPINE, WYOMING AND THE 

WATER AND SEWER DEPARTMENT 

 

Town Of Alpine Resolution No. 2025-027 Establishing an Emergency Action Plan Committee 
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WHEREAS, the Town of Alpine, Wyoming recognizes the importance of comprehensive 

emergency preparedness and response planning to protect the health, safety, and welfare of its 

residents and infrastructure; and 

WHEREAS, the Town Council acknowledges the critical need for clearly defined emergency 

action plans for both the Town’s municipal operations and its Water and Sewer Department in 

order to respond efficiently and effectively to natural disasters, system failures, and other 

emergencies; and 

WHEREAS, the development of these plans requires the input of knowledgeable and invested 

members of the community, town staff, and subject matter experts; 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN 

OF ALPINE, WYOMING: 

1. Committee Establishment 

A seven (7) member Emergency Action Planning Committee (EAPC) is hereby 

established. 

2. Purpose 

The Committee shall be tasked with drafting comprehensive Emergency Action Plans 

(EAPs) addressing a wide range of potential emergency scenarios affecting: 

o The general operations and governance of the Town of Alpine, and 

o The Water and Sewer Department, including system outages, contamination 

events, infrastructure failures, and related emergencies. 

3. Membership and Appointment 

The Committee shall consist of seven (7) members appointed by the Mayor and 

approved by the Town Council, and may include, but is not limited to: 

o Town staff 

o Representatives from the Water and Sewer Department 

o Emergency management professionals 

o Residents with relevant experience or interest in emergency preparedness 

o Other stakeholders as deemed appropriate 
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4. Term 

Members shall serve until the final Emergency Action Plans are completed and formally 

adopted by the Town Council, or until otherwise determined by the Council. 

5. Reporting and Adoption 

The Committee shall report regularly to the Town Council and shall present its final draft 

of the Emergency Action Plans for review and consideration. Upon completion, the 

Town Council shall vote on formal adoption of the plans as official policy. 

6. Effective Date 

This Resolution shall be effective immediately upon passage and approval. 

 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

SIGNED: 

 

___________________________________ 

Eric Green, Mayor of Alpine 

 

 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-028 

A RESOLUTION ESTABLISHING A RESTRICTED FUND FOR RECAPTURED 

FUNDS RECEIVED UNDER THE BUSINESS READY COMMUNITY GRANT AND 

LOAN PROGRAM GRANT AGREEMENTS WITH THE WYOMING BUSINESS 

COUNCIL 

 

Town Of Alpine Resolution No. 2025-028  -  A Resolution Establishing A Restricted Fund For Recaptured Funds 

Received Under The Business Ready Community Grant And Loan Program Grant Agreements With The Wyoming 

Business Council 
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\ 

WHEREAS, the Town of Alpine has entered into Grant Agreements with the Wyoming 

Business Council under the Business Ready Community Grant and Loan Program, dated May 

2015 and July 2024, for the purpose of supporting local economic development through the 

construction and support of public infrastructure; and 

WHEREAS, per the terms of the aforementioned Grant Agreements, including Attachment A 

and Exhibit B: Revenue Recapture Plan, the Town of Alpine is required to create and manage 

a restricted account for recaptured revenues received in relation to the project with Melvin 

Brewing Company; and 

WHEREAS, the recaptured funds are to be used solely for public infrastructure improvements 

that support economic development, a revolving loan fund, façade improvements, downtown 

development, beautification, marketing, matching funds for future grants, economic 

development studies and plans, and the support of the local economic development commission; 

and 

WHEREAS, the Town has designated General Ledger Account Number 01-22-109 as the 

official account for all recaptured funds related to the grant project, and has titled this fund the 

Town of Alpine Recapture Restricted Fund; and 

WHEREAS, at the close of each fiscal year, the net income or net expense associated with the 

revenue recapture shall be posted to Account Number 01-22-109, and any disbursement of funds 

from this account shall be restricted to the uses outlined in the Grant Agreements and Revenue 

Recapture Plan. 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN 

OF ALPINE, WYOMING: 

1. That the Town hereby formally establishes the Town of Alpine Recapture Restricted 

Fund, designated as GL Account No. 01-22-109, to manage all recaptured revenues 

associated with the Business Ready Community Grant and Loan Program project, in 

accordance with Attachment A and Exhibit B: Revenue Recapture Plan of the Grant 

Agreements. 

2. That all funds deposited into Account No. 01-22-109 shall be restricted in use and may 

only be disbursed for purposes specifically authorized by the Grant Agreements, 

including those outlined in Exhibit B: Revenue Recapture Plan. 
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RESOLUTION 2025-028 

A RESOLUTION ESTABLISHING A RESTRICTED FUND FOR RECAPTURED 

FUNDS RECEIVED UNDER THE BUSINESS READY COMMUNITY GRANT AND 

LOAN PROGRAM GRANT AGREEMENTS WITH THE WYOMING BUSINESS 

COUNCIL 
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Received Under The Business Ready Community Grant And Loan Program Grant Agreements With The Wyoming 

Business Council 
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3. That the Town Clerk/Treasurer shall ensure proper accounting and reporting of all 

transactions associated with the restricted fund and shall maintain documentation 

consistent with all state and grant program requirements, including compliance with 

Attachment A of the Grant Agreements. 

4. That this resolution shall take effect immediately upon its adoption. 

 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:         YES,           NO,           ABSTAIN,          ABSENT 

 

  

SIGNED: 

 

___________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-030 
A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF ALPINE, WYOMING, 

ESTABLISHING A SEMIQUINCENTENNIAL COMMITTEE TO PLAN EVENTS IN 

RECOGNITION OF THE 250TH ANNIVERSARY OF THE UNITED STATES AND 

AUTHORIZING THE MAYOR TO APPOINT MEMBERS 

 

Town Of Alpine Resolution No. 2025-030 - Establishing A Semiquincentennial Committee To Plan Events In 

Recognition Of The 250th Anniversary Of The United States And Authorizing The Mayor To Appoint Members 
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WHEREAS, the year 2026 will mark the 250th anniversary of the founding of the United States 

of America, also known as the Semiquincentennial; and 

WHEREAS, this historic occasion provides an opportunity for citizens and communities to 

reflect on the nation’s founding, celebrate its history, and promote civic engagement; and 

WHEREAS, the State of Wyoming encourages towns and municipalities to participate in the 

nationwide commemoration through local events and programming; and 

WHEREAS, the Town of Alpine wishes to contribute to this celebration by organizing 

community events and activities to honor this milestone in American history; 

NOW, THEREFORE, BE IT RESOLVED by the Town Council of the Town of Alpine, 

Wyoming: 

1. A Semiquincentennial Committee is hereby established as an official committee of the 

Town of Alpine. 

2. The purpose of the Semiquincentennial Committee is to plan, coordinate, and promote 

local events and commemorative activities in honor of the 250th anniversary of the 

United States in 2026. 

3. The Mayor is hereby authorized to appoint five (5) members to serve on the 

Semiquincentennial Committee. Appointees may include residents, community leaders, 

educators, business owners, and others with an interest in civic events and historical 

commemoration. 

4. The Committee shall meet as needed to develop plans, coordinate logistics, and provide 

regular updates to the Town Council regarding event progress and participation. 

5. The Semiquincentennial Committee shall work in collaboration with the Town of Alpine 

Events Committee to coordinate all activities related to the celebration. 

6. All proposed activities and events planned by the Semiquincentennial Committee shall be 

presented to and approved by the Town Council prior to implementation 

 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-030 
A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF ALPINE, WYOMING, 

ESTABLISHING A SEMIQUINCENTENNIAL COMMITTEE TO PLAN EVENTS IN 

RECOGNITION OF THE 250TH ANNIVERSARY OF THE UNITED STATES AND 

AUTHORIZING THE MAYOR TO APPOINT MEMBERS 

 

Town Of Alpine Resolution No. 2025-030 - Establishing A Semiquincentennial Committee To Plan Events In 

Recognition Of The 250th Anniversary Of The United States And Authorizing The Mayor To Appoint Members 
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SIGNED: 

 

________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-031 

A RESOLUTION TO TRANSITION TO A PAID TIME OFF (PTO) SYSTEM AND 

MODIFY EMPLOYEE BENEFIT STRUCTURES FOR ALL FULL-TIME EMPLOYEES 

EMPLOYED ON OR BEFORE MAY 5, 2025 

 

Town Of Alpine Resolution No. 2025-031 A Resolution To Transition To A Paid Time Off (PTO) System And 

Modify Employee Benefit Structures For All Full-Time Employees Employed On Or Before May 5, 2025 
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WHEREAS, the Town of Alpine recognizes the need to streamline and modernize its employee 

benefit policies to improve administrative efficiency, enhance flexibility for employees, and 

align with current best practices; and 

WHEREAS, the Town Council supports a transition from separate vacation and sick leave 

categories to a unified Paid Time Off (PTO) system; 

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE 

TOWN OF ALPINE, WYOMING: 

1. Effective August 3, 2025, the Town of Alpine will transition to a Paid Time Off (PTO) 

system for all full-time employees employed on or before May 5, 2025. 

 

2. The following guidelines shall govern the conversion of existing leave balances for these 

employees: 

 Vacation Hours: All accrued vacation hours as of August 3, 2025, shall be 

converted to PTO on a one-to-one (1:1) basis. 

 Sick Leave: All accrued sick leave as of August 3, 2025, shall be processed as 

follows: 

o Twenty-five percent (25%) shall be converted to PTO. 

o Twenty-five percent (25%) shall be paid to the employee in cash at their 

regular hourly rate. 

o Fifty percent (50%) shall be forfeited. 

 

3. A one-time grace period will be provided to allow affected employees to carry more than 

the standard 160 hours of PTO through December 31, 2027. Beginning January 1, 2028, 

any PTO balance exceeding 160 hours shall be forfeited in accordance with Town policy. 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

SIGNED: 

 

___________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  
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Town of Alpine 

Transition of Vacation and Sick Leave to PTO, and Optional Short-Term Disability Insurance 

Page 1 of 2 

To: All Full-Time Employees Employed on or Before May 5, 2025 

From: Monica Chenault 

Subject: Transition of Vacation and Sick Leave to PTO, and Optional Short-Term Disability 

Insurance 

 
Dear Employee, 

As part of the Town of Alpine’s efforts to streamline and modernize employee benefits, the 

following changes will take effect on August 3, 2025: 

1. Transition to a PTO (Paid Time Off) System 

 All accrued vacation hours will be converted 1:1 to PTO. 

 All accrued sick leave will be: 

o 25% converted to PTO 

o 25% paid in cash at your regular hourly rate 

o 50% forfeited 

 A one-time grace period will allow you to carry more than 160 PTO hours until 

December 31, 2027. After that, the maximum carry-over will be 160 hours, and excess 

hours will be forfeited. 

2. Introduction of Voluntary Short-Term Disability (STD) Insurance 

To help replace the income protection previously provided by sick leave, the Town is offering a 

voluntary Short-Term Disability insurance policy to full-time employees: 

 The Town will pay 80% of the premium. 

 Employees pay the remaining 20% via payroll deduction. 

 Coverage will provide income protection if you are unable to work due to illness or 

injury (non-work-related). 

 Details on enrollment and coverage will be shared separately. 

Please review this information carefully. By signing below, you acknowledge that: 

 You understand the transition from vacation/sick leave to PTO 

 You understand how your sick leave will be treated 

 You are aware of the PTO carry-over grace period ending December 31, 2027 

 You have been informed of the option to enroll in STD insurance 
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Town of Alpine 

Transition of Vacation and Sick Leave to PTO, and Optional Short-Term Disability Insurance 

Page 2 of 2 

Employee Acknowledgment 

I, ___________________________________________ (print name), acknowledge receipt of 

this memo and understand the changes to the Town of Alpine’s leave and benefits policies as 

described above and have received a copy of the Employee Policy Manual – updated July 15, 

2025. 

Employee Signature: _________________________________ 

Date: ___________________ 

Administrator Signature:__________________________ 

Date: ___________________ 
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-032 

A RESOLUTION APPROVING THE ADOPTION OF A GROUP SHORT TERM 

DISABILITY POLICY WITH ASSURITY FOR TOWN EMPLOYEES 

 

Town Of Alpine Resolution No. 2025-032 - A Resolution Approving The Adoption Of A Group Short Term 

Disability Policy With Assurity For Town Employees 
 

Page 1 of 1 

WHEREAS, the Town Council of the Town of Alpine recognizes the value of providing 

financial protection to employees in the event of illness or injury that prevents them from 

working; and 

WHEREAS, Assurity has proposed a Group Short-Term Disability Income Insurance plan 

(Class 2 – Wyoming, Forms G H1808/G H1808C) for employees of the Town of Alpine, which 

includes a benefit period of 13 weeks, and an elimination period of 0/7 days for 

accident/sickness; and 

WHEREAS, this policy provides income protection for employees during times of medical 

disability and includes important features such as off-the-job accident and sickness coverage, 

partial disability benefits, presumptive disability, and maternity and mental health benefits; and 

WHEREAS, the Town of Alpine desires to contribute to the cost of this policy to make this 

important coverage more accessible for its employees; 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN 

OF ALPINE, WYOMING: 

1. The Town of Alpine hereby approves and adopts the Assurity Group Short-Term 

Disability Income Insurance Policy as presented in the proposal dated March 20, 2025. 

2. The Town agrees to contribute eighty percent (80%) of the premium cost for eligible 

employees who elect to participate in this benefit. 

3. The remaining twenty percent (20%) of the premium will be paid by the participating 

employees through payroll deduction. 

4. Town staff is authorized to work with Assurity to implement and administer the Group 

Short-Term Disability Policy and to execute all related documents and agreements 

necessary to facilitate employee enrollment and ongoing participation. 

 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

SIGNED: 

 

________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  

 

109

Section 9, Itemf.



for Town of Alpine

Disability Income

Voluntary Benefit Options

 254840
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An accident or injury may stop you from working, but it won’t stop your bills.

If you’re unable to work, do you have enough money set aside to cover your

expenses while you recover?
 

Disability Income insurance helps replace income and maintain financial

stability if you become disabled and are unable to work, providing a reliable

stream of income and peace of mind.
 

Group Short-Term Disability Income insurance pays a weekly benefit

directly to you if you are sick or injured and can’t work.

Group Short Term Disability
for Town of Alpine

Know you

and your family

are protected.
 

It's easy —

sign up today

Key Features

Tier 1 - 254840

Pays benefits if you become totally disabled and can’t perform the
important duties of your occupation, as long as you are not
working another job and are under the care of a physician

Weekly benefit from $100 to $1,000 by $25 increments, subject to
maximum benefit of 60% of weekly income

Pays 50% of your weekly total disability benefit if you return to
work part time, following a period of paid total disability

111

Section 9, Itemf.



Group Short-Term Disability Income Benefits - Class 2 - Wyoming
Forms G H1808/G H1808C

Off-the-Job, Accident & Sickness Protection

Total Disability After the elimination period has been satisfied, pays the total disability weekly benefit while the
insured person is totally disabled due to an injury or sickness which occurs while not actively at
work resulting in the insured person being unable to perform the important duties of their own
occupation, not working at another job and requiring a physician's care appropriate for the
condition. Benefits continue while the insured person is totally disabled, or to the end of the
benefit period, whichever is first. Benefits are payable for only one of two or more concurrent
disabilities.

Partial Disability Pays 50% of the total disability weekly benefit while the insured person is partially disabled and
has returned to work part-time immediately following a period of paid total disability, but still
unable to perform all work duties resulting in a loss of income of at least 20%. Partial disability
benefits will continue until the insured person is no longer partially disabled or to the end of the
maximum benefit period, whichever is first, but in no case longer than:

● 13 weeks if the maximum benefit period is 13 or 26 weeks; or

● 26 weeks if the maximum benefit period is 52 or 104 weeks.

Presumptive Disability Waives the elimination period and pays the total disability benefits for the maximum benefit
period when an insured person suffers a permanent and irrevocable loss of speech, hearing in
both ears, sight in both eyes, use of both feet, use of both hands, or use of one hand and one
foot.

Recurrent Disability Pays the weekly benefit for a recurrent total disability if it is separated from the ending date of
the prior total disability by a period of 30 days, in which the insured person is actively employed
on a continuous basis and not receiving any disability benefits under the certificate or any riders.
The recurrent total disability is subject to a new elimination period and starts a new maximum
benefit period.

Childbirth For childbirth, the insured person will be considered totally disabled for a period of six weeks for
non-Caesarean delivery or eight weeks for Caesarean delivery. The number of weekly benefits
payable will be reduced by the elimination period. For example, if the elimination period for
sickness is 14 days, the benefit is payable for four weeks for non-Caesarean delivery and six
weeks for Caesarean delivery.

Organ Donor Pays policy and rider benefits on the same basis as any other sickness if the insured person
becomes disabled as the result of surgery for transplanting an organ or donating bone marrow
from the insured person to another person.

Mental and Nervous Disorder Pays policy and rider benefits on the same basis as any other sickness if the insured person is
disabled as the result of a mental or nervous disorder. Mental or nervous disorder related
disability benefits are subject to normal elimination period and maximum benefit period
conditions, in addition to a total lifetime disability weekly benefit limit for these conditions of:

● 52 weeks if the maximum benefit period is 13 or 26 weeks; or

● 104 weeks if the maximum benefit period is 52 or 104 weeks.

Substance Abuse Pays policy and rider benefits on the same basis as any other sickness if the insured person is
disabled as the result of substance abuse. Substance abuse related disability benefits are subject
to normal elimination period and maximum benefit period conditions, in addition to a total
lifetime disability weekly benefit limit for these conditions of:

● 52 weeks if the maximum benefit period is 13 or 26 weeks; or

● 104 weeks if the maximum benefit period is 52 or 104 weeks.

Waiver of Premium Waives premiums starting on the first premium due date after the insured person has been

totally disabled for 30 days. Premiums continue to be waived until the insured person is no longer

totally disabled or to the end of the maximum benefit period, whichever is first.

Accidental Death Pays a lump sum benefit of 25 times the total disability weekly benefit if the insured person dies

as the result of an injury sustained in a covered accident within 90 days of the date of the

covered accident.

THIS IS AN EXCEPTED BENEFITS POLICY. IT PROVIDES COVERAGE ONLY FOR THE LIMITED BENEFITS OR SERVICES SPECIFIED IN THE POLICY. Group
Short-Term Disability Income insurance may contain reductions of benefits, limitations and exclusions. The description of benefits is intended only to
highlight the insured’s benefits and should not be relied upon to fully determine coverage.

 254840
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Group Short-Term Disability Income Benefits - Class 2 - Wyoming
Forms G H1808/G H1808C

Off-the-Job, Accident & Sickness ProtectionOff-the-Job, Accident & Sickness Protection

Survivor Pays a lump sum benefit to a beneficiary if the insured person dies while receiving total disability

weekly benefits, subject to certain conditions and limitations.

● If maximum benefit period is 13 or 26 weeks, benefit payable if insured received total
disability benefits for at least six consecutive weeks; lump sum benefit equals three times the
total disability weekly benefit amount, subject to a maximum of $3,000.

● If maximum benefit period is 52 or 104 weeks, benefit payable if insured received total
disability benefits for at least 13 consecutive weeks; lump sum benefit equals six times the
total disability weekly benefit amount, subject to a maximum of $6,000.

● This benefit not payable if Terminal Illness Benefit paid.

Terminal Illness Pays a lump sum benefit if the insured person is diagnosed with a terminal illness with life

expectancy of six months or less and is receiving total disability weekly benefits, subject to certain

conditions and limitations.

● If maximum benefit period is 13 or 26 weeks, benefit payable if insured received total
disability benefits for at least six consecutive weeks; lump sum benefit equals three times the
total disability weekly benefit amount, subject to a maximum of $3,000.

● If maximum benefit period is 52 or 104 weeks, benefit payable if insured received total
disability benefits for at least 13 consecutive weeks; lump sum benefit equals six times the
total disability weekly benefit amount, subject to a maximum of $6,000.

● If this benefit is paid, Survivor Benefit is not payable.

Workplace Modification Pays the actual costs incurred modifying the workplace to help the insured person remain at work

or return to work, subject to certain conditions and limitations.

● If maximum benefit period is 13 or 26 weeks, benefit payable if insured received total
disability benefits for at least six consecutive weeks; actual costs reimbursed limited to three
times the total disability weekly benefit, not to exceed $3,000 for the insured’s lifetime.

● If maximum benefit period is 52 or 104 weeks, benefit payable if insured received total
disability benefits for at least 13 consecutive weeks; actual costs reimbursed limited to six
times the total disability weekly benefit, not to exceed $6,000 for the insured’s lifetime.

Catastrophic Disability Rider

Benefit
(Form R G1809C)

Pays a lump sum benefit if the insured person is receiving total disability weekly benefits and is

catastrophically disabled (requiring assistance with at least two activities of daily living) for at

least 30 days after satisfying the policy’s elimination period.

● Lump sum benefit of six times the total disability weekly benefit amount if maximum benefit
period is 13 or 26 weeks; or

● Lump sum benefit of 13 times the total disability weekly benefit amount if maximum benefit
period is 52 or 104 weeks.

 254840
THIS IS AN EXCEPTED BENEFITS POLICY. IT PROVIDES COVERAGE ONLY FOR THE LIMITED BENEFITS OR SERVICES SPECIFIED IN THE POLICY. Group
Short-Term Disability Income insurance may contain reductions of benefits, limitations and exclusions. The description of benefits is intended only to
highlight the insured’s benefits and should not be relied upon to fully determine coverage.
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Group Disability Income Bi-Weekly Premiums - Class 2 - Wyoming
Forms G H1808/G H1808C

Benefit Period: 13 Weeks

Elimination Period: 0/7 days (accident/sickness)

Annual Income $8,750 $11,000 $13,000 $15,250 $17,500 $19,500 $21,750 $24,000

Weekly Benefit $100 $125 $150 $175 $200 $225 $250 $275

Issue Age

18 - 49 $4.11 $5.13 $6.15 $7.18 $8.22 $9.24 $10.26 $11.28

50 - 59 $5.02 $6.25 $7.49 $8.75 $10.02 $11.26 $12.51 $13.76

60 - 69 $6.50 $8.13 $9.75 $11.38 $12.99 $14.63 $16.24 $17.87

70+ $8.51 $10.64 $12.76 $14.90 $17.02 $19.17 $21.29 $23.42

Annual Income $26,000 $28,250 $30,500 $32,500 $34,750 $37,000 $39,000 $41,250

Weekly Benefit $300 $325 $350 $375 $400 $425 $450 $475

Issue Age

18 - 49 $12.31 $13.32 $14.36 $15.38 $16.42 $17.43 $18.46 $19.49

50 - 59 $15.01 $16.26 $17.52 $18.77 $20.01 $21.27 $22.52 $23.79

60 - 69 $19.52 $21.12 $22.75 $24.36 $26.02 $27.63 $29.26 $30.87

70+ $25.54 $27.67 $29.80 $31.93 $34.05 $36.19 $38.33 $40.46

Annual Income $43,500 $45,500 $47,750 $50,000 $52,000 $54,250 $56,500 $58,500

Weekly Benefit $500 $525 $550 $575 $600 $625 $650 $675

Issue Age

18 - 49 $20.53 $21.54 $22.57 $23.59 $24.63 $25.65 $26.66 $27.68

50 - 59 $25.04 $26.28 $27.53 $28.79 $30.04 $31.29 $32.53 $33.78

60 - 69 $32.50 $34.13 $35.76 $37.38 $38.99 $40.64 $42.24 $43.88

70+ $42.58 $44.71 $46.84 $48.97 $51.10 $53.23 $55.34 $57.49

Annual Income $60,750 $63,000 $65,000 $67,250 $69,500 $71,500 $73,750 $76,000

Weekly Benefit $700 $725 $750 $775 $800 $825 $850 $875

Issue Age

18 - 49 $28.70 $29.74 $30.77 $31.79 $32.80 $33.83 $34.87 $35.89

50 - 59 $35.04 $36.30 $37.55 $38.79 $40.05 $41.30 $42.55 $43.79

60 - 69 $45.51 $47.13 $48.75 $50.39 $52.01 $53.62 $55.25 $56.88

70+ $59.62 $61.75 $63.88 $66.01 $68.14 $70.26 $72.39 $74.51

Annual Income $78,000 $80,250 $82,500 $84,500 $86,750

Weekly Benefit $900 $925 $950 $975 $1,000

Issue Age

18 - 49 $36.91 $37.93 $38.97 $39.98 $41.02

50 - 59 $45.05 $46.30 $47.55 $48.79 $50.06

60 - 69 $58.51 $60.12 $61.76 $63.38 $65.01

70+ $76.65 $78.77 $80.90 $83.03 $85.16

 254840

*Premium rates shown are for the combined group Disabilty Income policy and rider benefits as summarized in the proposal. For complete benefit
descriptions, limitations, conditions and exclusions, see the policy/certificate. Policy availability, features, provisions and rates may vary by state.
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Group Disability Income Bi-Weekly Premiums - Class 2 - Wyoming
Forms G H1808/G H1808C

Benefit Period: 13 Weeks

Elimination Period: 0/14 days (accident/sickness)

Annual Income $8,750 $11,000 $13,000 $15,250 $17,500 $19,500 $21,750 $24,000

Weekly Benefit $100 $125 $150 $175 $200 $225 $250 $275

Issue Age

18 - 49 $3.31 $4.14 $4.98 $5.81 $6.63 $7.45 $8.30 $9.13

50 - 59 $4.28 $5.35 $6.42 $7.48 $8.56 $9.63 $10.70 $11.76

60 - 69 $5.76 $7.21 $8.64 $10.09 $11.52 $12.96 $14.42 $15.85

70+ $7.84 $9.81 $11.75 $13.73 $15.69 $17.66 $19.62 $21.58

Annual Income $26,000 $28,250 $30,500 $32,500 $34,750 $37,000 $39,000 $41,250

Weekly Benefit $300 $325 $350 $375 $400 $425 $450 $475

Issue Age

18 - 49 $9.93 $10.77 $11.60 $12.43 $13.27 $14.09 $14.91 $15.74

50 - 59 $12.83 $13.91 $14.99 $16.06 $17.12 $18.19 $19.27 $20.34

60 - 69 $17.28 $18.74 $20.16 $21.61 $23.05 $24.50 $25.95 $27.38

70+ $23.53 $25.50 $27.46 $29.43 $31.39 $33.36 $35.31 $37.26

Annual Income $43,500 $45,500 $47,750 $50,000 $52,000 $54,250 $56,500 $58,500

Weekly Benefit $500 $525 $550 $575 $600 $625 $650 $675

Issue Age

18 - 49 $16.59 $17.41 $18.22 $19.07 $19.90 $20.72 $21.53 $22.38

50 - 59 $21.40 $22.47 $23.54 $24.62 $25.68 $26.75 $27.82 $28.91

60 - 69 $28.82 $30.27 $31.69 $33.16 $34.60 $36.03 $37.47 $38.91

70+ $39.22 $41.19 $43.15 $45.12 $47.09 $49.05 $50.99 $52.96

Annual Income $60,750 $63,000 $65,000 $67,250 $69,500 $71,500 $73,750 $76,000

Weekly Benefit $700 $725 $750 $775 $800 $825 $850 $875

Issue Age

18 - 49 $23.20 $24.03 $24.88 $25.68 $26.51 $27.36 $28.18 $29.01

50 - 59 $29.99 $31.05 $32.12 $33.19 $34.26 $35.33 $36.40 $37.47

60 - 69 $40.34 $41.80 $43.23 $44.69 $46.12 $47.55 $48.99 $50.44

70+ $54.92 $56.89 $58.84 $60.82 $62.78 $64.73 $66.69 $68.65

Annual Income $78,000 $80,250 $82,500 $84,500 $86,750

Weekly Benefit $900 $925 $950 $975 $1,000

Issue Age

18 - 49 $29.83 $30.67 $31.50 $32.32 $33.17

50 - 59 $38.54 $39.60 $40.68 $41.75 $42.83

60 - 69 $51.88 $53.33 $54.76 $56.21 $57.64

70+ $70.62 $72.58 $74.54 $76.52 $78.48

 254840

*Premium rates shown are for the combined group Disabilty Income policy and rider benefits as summarized in the proposal. For complete benefit
descriptions, limitations, conditions and exclusions, see the policy/certificate. Policy availability, features, provisions and rates may vary by state.
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Group Disability Income Bi-Weekly Premiums - Class 2 - Wyoming
Forms G H1808/G H1808C

Benefit Period: 26 Weeks

Elimination Period: 0/7 days (accident/sickness)

Annual Income $8,750 $11,000 $13,000 $15,250 $17,500 $19,500 $21,750 $24,000

Weekly Benefit $100 $125 $150 $175 $200 $225 $250 $275

Issue Age

18 - 49 $6.01 $7.51 $9.03 $10.53 $12.03 $13.55 $15.04 $16.56

50 - 59 $8.12 $10.14 $12.18 $14.21 $16.22 $18.23 $20.28 $22.30

60 - 69 $10.91 $13.65 $16.39 $19.10 $21.84 $24.57 $27.30 $30.02

70+ $14.75 $18.45 $22.12 $25.83 $29.51 $33.20 $36.88 $40.58

Annual Income $26,000 $28,250 $30,500 $32,500 $34,750 $37,000 $39,000 $41,250

Weekly Benefit $300 $325 $350 $375 $400 $425 $450 $475

Issue Age

18 - 49 $18.04 $19.56 $21.06 $22.55 $24.08 $25.57 $27.08 $28.57

50 - 59 $24.32 $26.36 $28.38 $30.42 $32.44 $34.49 $36.51 $38.53

60 - 69 $32.73 $35.49 $38.20 $40.94 $43.66 $46.39 $49.13 $51.85

70+ $44.25 $47.95 $51.63 $55.33 $59.00 $62.70 $66.39 $70.08

Annual Income $43,500 $45,500 $47,750 $50,000 $52,000 $54,250 $56,500 $58,500

Weekly Benefit $500 $525 $550 $575 $600 $625 $650 $675

Issue Age

18 - 49 $30.10 $31.58 $33.10 $34.60 $36.09 $37.61 $39.09 $40.61

50 - 59 $40.56 $42.59 $44.62 $46.63 $48.67 $50.70 $52.71 $54.73

60 - 69 $54.58 $57.32 $60.03 $62.78 $65.49 $68.23 $70.94 $73.69

70+ $73.76 $77.47 $81.14 $84.84 $88.52 $92.22 $95.88 $99.59

Annual Income $60,750 $63,000 $65,000 $67,250 $69,500 $71,500 $73,750 $76,000

Weekly Benefit $700 $725 $750 $775 $800 $825 $850 $875

Issue Age

18 - 49 $42.11 $43.62 $45.12 $46.62 $48.13 $49.64 $51.15 $52.64

50 - 59 $56.78 $58.80 $60.84 $62.86 $64.89 $66.93 $68.94 $70.98

60 - 69 $76.44 $79.14 $81.88 $84.60 $87.33 $90.06 $92.78 $95.52

70+ $103.29 $106.96 $110.66 $114.34 $118.03 $121.71 $125.41 $129.10

Annual Income $78,000 $80,250 $82,500 $84,500 $86,750

Weekly Benefit $900 $925 $950 $975 $1,000

Issue Age

18 - 49 $54.15 $55.66 $57.15 $58.66 $60.17

50 - 59 $73.01 $75.04 $77.05 $79.09 $81.11

60 - 69 $98.24 $100.96 $103.72 $106.43 $109.17

70+ $132.79 $136.46 $140.17 $143.84 $147.54

 254840

*Premium rates shown are for the combined group Disabilty Income policy and rider benefits as summarized in the proposal. For complete benefit
descriptions, limitations, conditions and exclusions, see the policy/certificate. Policy availability, features, provisions and rates may vary by state.
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Group Disability Income Bi-Weekly Premiums - Class 2 - Wyoming
Forms G H1808/G H1808C

Benefit Period: 26 Weeks

Elimination Period: 0/14 days (accident/sickness)

Annual Income $8,750 $11,000 $13,000 $15,250 $17,500 $19,500 $21,750 $24,000

Weekly Benefit $100 $125 $150 $175 $200 $225 $250 $275

Issue Age

18 - 49 $4.91 $6.14 $7.36 $8.59 $9.82 $11.06 $12.27 $13.52

50 - 59 $6.99 $8.74 $10.49 $12.24 $13.99 $15.73 $17.48 $19.24

60 - 69 $9.74 $12.19 $14.61 $17.04 $19.50 $21.93 $24.35 $26.78

70+ $13.65 $17.04 $20.47 $23.88 $27.30 $30.70 $34.11 $37.53

Annual Income $26,000 $28,250 $30,500 $32,500 $34,750 $37,000 $39,000 $41,250

Weekly Benefit $300 $325 $350 $375 $400 $425 $450 $475

Issue Age

18 - 49 $14.72 $15.95 $17.17 $18.42 $19.64 $20.88 $22.09 $23.31

50 - 59 $20.98 $22.73 $24.48 $26.23 $27.98 $29.72 $31.48 $33.24

60 - 69 $29.24 $31.67 $34.08 $36.54 $38.97 $41.41 $43.84 $46.28

70+ $40.94 $44.34 $47.75 $51.18 $54.58 $58.00 $61.40 $64.82

Annual Income $43,500 $45,500 $47,750 $50,000 $52,000 $54,250 $56,500 $58,500

Weekly Benefit $500 $525 $550 $575 $600 $625 $650 $675

Issue Age

18 - 49 $24.54 $25.78 $27.00 $28.23 $29.46 $30.68 $31.90 $33.15

50 - 59 $34.98 $36.73 $38.47 $40.23 $41.98 $43.72 $45.47 $47.22

60 - 69 $48.71 $51.17 $53.58 $56.02 $58.47 $60.91 $63.32 $65.77

70+ $68.23 $71.64 $75.05 $78.47 $81.89 $85.29 $88.69 $92.12

Annual Income $60,750 $63,000 $65,000 $67,250 $69,500 $71,500 $73,750 $76,000

Weekly Benefit $700 $725 $750 $775 $800 $825 $850 $875

Issue Age

18 - 49 $34.35 $35.60 $36.81 $38.04 $39.28 $40.52 $41.74 $42.96

50 - 59 $48.97 $50.72 $52.46 $54.22 $55.96 $57.71 $59.46 $61.21

60 - 69 $68.21 $70.63 $73.08 $75.51 $77.95 $80.37 $82.82 $85.25

70+ $95.52 $98.93 $102.35 $105.76 $109.18 $112.59 $115.99 $119.41

Annual Income $78,000 $80,250 $82,500 $84,500 $86,750

Weekly Benefit $900 $925 $950 $975 $1,000

Issue Age

18 - 49 $44.18 $45.40 $46.66 $47.87 $49.10

50 - 59 $62.96 $64.71 $66.45 $68.21 $69.95

60 - 69 $87.69 $90.13 $92.56 $94.99 $97.44

70+ $122.83 $126.22 $129.65 $133.05 $136.47

 254840

*Premium rates shown are for the combined group Disabilty Income policy and rider benefits as summarized in the proposal. For complete benefit
descriptions, limitations, conditions and exclusions, see the policy/certificate. Policy availability, features, provisions and rates may vary by state.
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Group Disability Income - Wyoming
Forms G H1808/G H1808C

Limitations, Conditions and Exclusions

The following represents some policy limitations, conditions and exclusions. For complete details of the coverage, please contact
your agent, Assurity or ask to review the policy. Provisions may vary by state.

Limitations

GROUP DISABILITY INCOME INSURANCE PROVIDES LIMITED BENEFIT COVERAGE.

This insurance does not provide major medical coverage and does not satisfy the requirement for minimum essential coverage
under the Affordable Care Act (ACA).

Availability of this product, and its benefits and premiums as presented, is subject to the approval of Assurity. Some applicants with
pre-existing conditions may not be eligible for coverage. Product availability, features and rates may vary by state. All benefits,
premiums, conditions, exclusions and limitations are governed by the actual contract as provided by Assurity, not this proposal.

Elimination Period: This contract has an elimination period. Benefits are not payable during the elimination period.

Foreign Travel and Residency: Up to a maximum of three disability weekly benefits will be paid for any disability continued outside
the United States or Canada.

Mental and Nervous Disorders: Total lifetime disability weekly benefit limit for these conditions of 52 weeks if the maximum benefit
period is 13 or 26 weeks, or 104 weeks if the maximum benefit period is 52 or 104 weeks.

Substance Abuse: Total lifetime disability weekly benefit limit for these conditions of 52 weeks if the maximum benefit period is 13
or 26 weeks, or 104 weeks if the maximum benefit period is 52 or 104 weeks.

Pre-existing condition: A pre-existing condition is a physical condition or sickness for which, during the 6 months before the issue
date, the insured person received medical consultation, diagnosis, advice or treatment from a physician or had taken prescribed
medication. Assurity will not pay benefits for a total disability that is caused by a pre-existing condition unless the total disability
starts after the certificate has been in force for 12 months from the issue date or for 12 months from the most recent reinstatement
date.

Coverage Conditions

Actively Employed – The employee must be actively employed to be eligible for coverage.

Right to Cancel – The contract contains a 30-day free look period.

Termination – Coverage will terminate and no benefits will be payable under the certificate or any attached riders on the earliest of
the following: the date the policy terminates; when any premium due for the certificate is not paid before the end of the grace
period; the date the Insured Person no longer meets the definition of employee, unless coverage is continued as described in the
Continuation of Coverage section; the date the Insured Person’s class is no longer eligible; the date Assurity receives written notice
to terminate; or upon the Insured Person’s death.

Exclusions

Assurity will not pay benefits for losses caused by or the result of any Insured Person(s):

● having an injury or sickness covered under Workers' Compensation, Employer’s Liability law or similar law;

● having cosmetic surgery or other elective procedures that are not medically necessary;

● operating, learning to operate, or serving as a crew member of any aircraft;

● engaging in hang-gliding, hot air ballooning, bungee jumping, parachuting, scuba diving, sail gliding, parasailing, parakiting,
mountain or rock climbing, B.A.S.E. jumping, sky diving or cave diving;

● riding in or driving any motor-driven vehicle in an organized race, stunt show or speed test;

● officiating, coaching, practicing for or participating in any semi-professional or professional competitive athletic contest for which
any type of compensation or remuneration is received;

● being exposed to war or any act of war, declared or undeclared;

● actively serving in any of the armed forces, or units auxiliary thereto, including the National Guard or Army Reserve, except during
active duty training of less than 60 days;

● being under the influence of an excitant, depressant, hallucinogen, narcotic, or any other drug or intoxicant, including those
prescribed by a physician that are misused;

● being intoxicated (as determined by the laws governing the operation of motor vehicles in the jurisdiction where loss occurs) or
under the influence of an illegal substance or a narcotic (except for narcotics used as prescribed to the Insured Person by a
Physician);

● having dental treatment;

● committing or attempting to commit a felony;

● participating in a riot, insurrection or rebellion;

● engaging in an illegal occupation;

● intentionally self-inflicting an injury; or

● committing or attempting to commit suicide, while sane or insane.

● We will not pay benefits during any period in which the insured person is incarcerated in a penal institution or government
detention facility.

● We will not pay benefits for disabilities that occur while the insured person is incarcerated in a penal institution or government
detention facility.

● Rider forms may contain additional conditions, limitations and exclusions.

 254840
118

Section 9, Itemf.



We are never more
than one call away.

Customer Service

800-276-7619, Ext. 4210

7:30am - 5:00pm CST

Claims

800-869-0355, Ext. 4484

Policy Services

800-869-0355, Ext. 4279

FAX: 888-255-2060

Email

claimsinfo@assurity.com

Assurity

P.O. Box 82533

Lincoln, NE 68501-2533

Connect Online

assurity.com

linkedin.com/company/assurity-life

Helping people

through difficult times

As a mutual organization, Assurity was founded on the simple concept of

people coming together to support each other in moments of need. We

continue our mission of helping people through difficult times by providing

affordable insurance protection that is easy to understand and buy. Our

financial stability has stood the test of time. It shows our commitment to be

there when our customers need us. Owned by our policyholders, we conduct

our business to serve only their best interests. Whether paying benefits,

offering service with a human touch, giving back to our community, or

practicing sustainable habits that provide for our planet, we embrace our

capacity to improve lives. We all share in the future we create, and Assurity

believes in using our business as a force for good.

Assurity is a marketing name for the mutual holding company Assurity Group, Inc. and its subsidiaries. Those subsidiaries include but are not
limited to: Assurity Life Insurance Company and Assurity Life Insurance Company of New York. Insurance products and services are offered by
Assurity Life Insurance Company in all states except New York. In New York, insurance products and services are offered by Assurity Life Insurance
Company of New York, Albany, New York. Product availability, features and rates may vary by state.

Proposal
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State of Wyoming 
Department of Workforce Services 

WCSR 

444 W Collins Dr, Ste 1500, Rm 1507 

Casper, WY 82601 

becky.desersa@wyo.gov 

307-777-8901 

Fax: 307-777-2893 

 

Mark Gordon 
Governor 

 

Elizabeth Gagen, J.D. 
Director 

Jason Wolfe 
Deputy Director 

 

 

 
6/30/2025 
 
 
TOWN OF ALPINE 
P O BOX 3070 
ALPINE, WY 83128-3070 
 
 
Re: Follow-Up for WCSR Services 
 
 
Dear TOWN OF ALPINE: 
 
Workers’ Compensation Safety & Risk (WCSR) is following up on our letter sent to you on 6/4/2025 addressing your 
current Experience Modification Rate (EMR) that is equal to or above one. This EMR is affected by Workers’ 
Compensation injury claims, which could adversely impact your business and employees. Lower EMR’s correspond 
directly with lower workers' compensation insurance premiums. 
 
Workers’ Compensation Safety and Risk would like to assist you by conducting a free on-site comprehensive visit for your 
business. This visit will help to identify workplace hazards, evaluate and establish necessary workplace safety and health 
programs along with providing necessary trainings. WCSR will analyze your loss run report and aid in the application 
process for the following safety and health discount programs: 
 

Drug-Free Workplace Discount - 10% (Annual application) 

 

Safety Discount - Three Discount levels - 3.33% - 6.66% - 10% (Annual application) 

 

Health & Safety Consultation Discount Four Discount Levels - 3% - 5% - 7% - 10% (This discount lasts 3 years 

after a FREE visit with WCSR) 

 

Deductible Program 

 

Workplace Safety Contracts (also known as the Safety Improvement Fund) 

  

 
WCSR would be happy to assist you and your business in promoting a safe and healthy workplace environment. Please 
complete and return the enclosed Service Request Form. If you have any further questions about the services provided by 
WCSR, please call 307-777-8901.  
 
Sincerely, 
 
 

 
 
 
Adam Powell 
WCSR Program Manager 
 
Enc: Service Request/Online Fillable Form 

https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-compensation-safety-and-risk/ 
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https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-compensation-safety-and-risk/


 
 

 

Company Name:                         dba:         

 

Contact Name:               

 

Wyoming Workers’ Compensation Policy Number:          

 

Physical Address (do not use a PO Box):           

 

City:        State:     Zip:     

 

Mailing address if different:             

 

Email:       Telephone:      Fax:    
 

 

Type of Service Requested 
(Be advised: A comprehensive evaluation is required to be eligible for a workers’ Compensation discount) 

 

☐ Comprehensive Safety and Health Evaluation (A Wyoming Workers’ compensation Safety and Risk Specialist 

will conduct an evaluation of the employer’s safety and health management systems and the facility/jobsite.) 

 

☐ Specific/Limited Evaluation 

 ☐ Anchor Testing ☐ Construction ☐ Industrial Hygiene  ☐ Other    

 

☐ Program Assistance 

 ☐ Bloodborne Pathogens  ☐ Confined Space  ☐ Hazard Communication 

 ☐ Health & Safety   ☐ Hearing Conservation ☐ Lockout/Tag out 

 ☐ Personal Protective Equipment ☐ Process Safety  ☐ Respiratory Protection 

 ☐ Other              

 

Please note: The undersigned understands that they need to correct all serious hazards or program deficiencies 

identified in the evaluation.  

 

 

                

 Requesting Management Representative Signature & Title     Date 

 

Please return completed form to: 

Wyoming Department of Workforce Services 

Division of Workers’ Compensation Safety & Risk 

444 W Collins Dr, Ste 1500, Rm 1506, Casper, WY 82601 

Phone: (307) 777-8901 

Fax #: 307-777-2893 
 

Service Request Form 
Online Fillable Form https://dws.wyo.gov/dws-division/workers-
compensation/employers/workers-compensation-safety-and-risk/ 

Department of Workforce Services 
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https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-
https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-
https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-
https://dws.wyo.gov/dws-division/workers-compensation/employers/workers-compensation-safety-and-risk/


Please include all addition job site addresses below: 

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:     

 

 

Location physical address:             

 

City:       State:      Zip:    
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TO: Mayor Green        July 9, 2025 

 Town of Alpine 
 

RE: Snake River MEP Invoice-001 

 Pretreatment Plant Process Piping Systems 
 JA Project No. 23001 
 
 

Mayor Green, 
 
Attached is the Snake River MEP Inoice-001 for review and payment.  This work by Snake River MEP is being 
completed due to the previous general contractor, Precision Electric, not finishing their contract.  This work by 
Snake River MEP is being completed on a time and material basis.   
 
Please contact me with any questions or concerns you may have regarding this invoice or any other items 
concerning this project. 
 
Respectfully, 
 
 

Kevin Meagher 
Owner’s Representative 
Jorgensen Associates, Inc. 
 

 

 

Enclosures: 
Snake River MEP Invoice-001 
Conditional Lien Release 

123

Section 9, Itemh.

K Meagher
Pen
,

K Meagher
Pen
{

K Meagher
Pen
,

K Meagher
Pen
*



124

Section 9, Itemh.



125

Section 9, Itemh.



126

Section 9, Itemh.



127

Section 9, Itemh.



128

Section 9, Itemh.



129

Section 9, Itemh.



130

Section 9, Itemh.



131

Section 9, Itemh.



132

Section 9, Itemh.



133

Section 9, Itemh.



134

Section 9, Itemh.



135

Section 9, Itemh.



136

Section 9, Itemh.



137

Section 9, Itemh.



138

Section 9, Itemh.



139

Section 9, Itemh.



140

Section 9, Itemh.



141

Section 9, Itemh.



142

Section 9, Itemh.



143

Section 9, Itemh.



144

Section 9, Itemh.



 

  

 

TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-033 

A RESOLUTION RATIFYING THE MAYOR’S DECISION TO PURCHASE A PUMP 

AND MOTOR IN WELL NO. 3 AND APPROVING A BUDGET ADJUSTMENT TO 

INCREASE LINE ITEM 5180332 – FIELD OPS REPAIRS AND MAINTENANCE 

 

Town Of Alpine Resolution No. 2025-033 - Ratifying The Mayor’s Decision To Purchase A Pump & Motor In Well 

No. 3 And Approving A Budget Adjustment To Increase Line Item 5180332 – Field Ops Repairs & Maintenance 
 

Page 1 of 1 

WHEREAS, the Mayor of the Town of Alpine determined it was necessary to proceed with the 

urgent purchase of a pump and motor for Well No. 3 in order to maintain reliable water service 

for the Town; and 

WHEREAS, the total cost of the pump and motor purchase is $30,000.00 ; and 

WHEREAS, the Town Council finds it is in the best interest of the Town to ratify the Mayor’s 

decision and to formally approve the related budget adjustment; 

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE 

TOWN OF ALPINE, WYOMING: 

1. The Mayor’s decision to purchase a pump and motor in Well No. 3 in the amount of 

$30,000.00 is hereby ratified and approved. 

2. The Town Council hereby approves an increase to the budgeted line item 5180332 – 

Field Ops Repairs and Maintenance in the amount of $30,000.00. 

3. Said funds shall be allocated from the prior year fund balance. 

 

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

SIGNED: 

 

________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  

 

145

Section 9, Itemi.



UP

3
' -

 9
"

17' - 0"

EXISTING STRUCTURE

PROPOSED NEW COVER

5
' -

 9
"

2' - 0"

6
" 

/ 
1
2

"

6
" 

/ 
1
2

"

6
" 

/ 
1
2

"

6" / 12"

6" / 12"

RIDGE

RIDGE

R
ID

G
E

VALLEY

VALL
EY

FIRST FLOOR
100' - 0"

T.O. CONCRETE
98' - 9 7/8"

T.O. WALL FIRST
FLOOR

108' - 1 1/8"

GRADE
98' - 3 7/8"

6" 

12"

PROPOSED ADDITION 17' - 0"

3
' -

 0
" 

M
IN

.

28' - 6" EXISTING STRUCTURE PROPOSED ADDITION 3' - 9"

2' - 0"

PROPOSED ADDITION 3' - 9" 28' - 6" EXISTING STRUCTURE

T
H

IS
 D

R
A

W
IN

G
 I
S

 P
R

O
P

E
R

T
Y

 O
F

 T
E

T
O

N
 D

R
A

F
T

IN
G

S
E

R
V

IC
E

S
 I
T

 I
S

 N
O

T
 T

O
 B

E
 R

E
P

R
O

D
U

C
E

D
 O

R
 T

O
 B

E
U

S
E

D
 F

O
R

 A
N

Y
 C

O
N

S
T

R
U

C
T

IO
N

 E
X

C
E

P
T

 A
S

 H
E

R
E

IN
IN

D
IC

A
T

E
D

 W
IT

H
O

U
T

 T
H

E
 E

X
P

R
E

S
S

 W
R

IT
T

E
N

 C
O

N
S

E
N

T
.

T
E

T
O

N
 D

R
A

F
T

IN
G

 S
E

R
V

IC
E

S
 A

S
S

U
M

E
S

 N
O

 L
IA

B
IL

IT
Y

B
E

Y
O

N
D

 T
H

E
 P

R
O

D
U

C
T

IO
N

 O
F

 T
H

E
S

E
 P

R
IN

T
S

. 
 A

L
L

IN
F

O
R

M
A

T
IO

N
 C

O
N

T
A

IN
E

D
 H

A
V

E
 B

E
E

N
 E

X
C

L
U

S
IV

E
L
Y

P
R

O
V

ID
E

D
 B

Y
 T

H
E

 C
U

S
T

O
M

E
R

 A
N

D
 H

A
V

E
 B

E
E

N
A

C
C

E
P

T
E

D
 A

S
 I
S

.

D
A

T
E

:
C

H
E

C
K

E
D

 B
Y

:
D

R
A

W
N

 B
Y

:

D
A

T
E

R
E

V
IS

IO
N

S
B

Y
T
E
T
O
N

D
R
A
F
T
IN
G
 
S
E
R
V
IC
E
S

1
3
6
 S

O
U

T
H

 S
T

A
T

E
 S

T
R

E
E

T
  

 
S

H
E

L
L
E

Y
, 

ID
A

H
O

 8
3
2
7
4

P
H

O
N

E
 (

2
0
8
)-

3
5
7
-2

4
2
0

F
A

X
 (

2
0
8
)-

3
5
7
-2

4
1
9

PROJECT NO.

SHEET NO.

OF

E
V

B

M
IK

E
 M

U
L
L

E
R

 G
A

B
L
E

 A
D

D
IT

IO
N

4
3

7
 M

E
A

D
O

W
S

 D
R

IV
E

222039

A1

A
L
P

IN
E

, 
W

Y
O

M
IN

G

ONE

E
V

B
0
6
/2

5
/2

5

1/4" = 1'-0"

FIRST FLOOR PLAN

1/8" = 1'-0"

ROOF PLAN

1/4" = 1'-0"

FRONT ELEVATION

1/8" = 1'-0"

LEFT ELEVATION

1/8" = 1'-0"

RIGHT ELEVATION

146

Section 9, Itemj.



8"

MIN

(2) SIMPSON CS 250
STEEL STRAPS (MIN)

WALL STUD

DBL TOP PLATE

NOTCHING OF DOUBLE
TOP PLATE

HOLES & NOTCHES IN BEAMS
ARE NOT ALLOWED UNLESS
OTHERWISE APPROVED IN

WRITING BY ENGINEER

HOLE BORING OF ROOF OR FLOOR JOIST
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OR BEARING WALL
STUDS
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D
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D
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D
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SEE NOTES FOR
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BACK
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12

6
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BELOW THIS LINE

PIPE OR
DUCT6

" 
M

IN
.

1'-6" MIN.

6
" 

M
IN

.

9".

4
" 

M
IN

.

WIDTH AS FTG.

CONC. FILL TO BE SAME

INTERMEDIATE SUPPORTS
(SEE NAILING SCHED.)

SHEAR WALL OR
BUILDING EDGE

BLOCKED EDGE

SUPPORTED PANEL EDGES
(SEE NAILING SCHED.)

CONTINUOUS PANEL JOINT

DIAPHRAGM BOUNDARY
(SEE NAILING SCHED.)

UNBLOCKED DIAPHRAGM NAILING

BLOCKED DIAPHRAGM NAILING

BLOCKING CUT & FITTED
BETWEEN JOISTS AT PANEL
SIDES (TYP.)ROOF RAFTER/TRUSS, WALL STUD,

OR FLOOR JOIST

APA RATED WOOD PANEL

ROOF RAFTERS/TRUSS OR FLOOR JOISTS
INTERMEDIATE SUPPORTS

(SEE NIALING SCHED.)

SHEAR WALL OR
BUILDING EDGE

UNBLOCKED EDGE

DIAPHRAGM BOUNDARY
(SEE NAILING SCHED.)

SUPPORTED PANEL EDGES
(SEE NAILING SCHED.)

APA RATED WOOD PANEL

CONTINUOUS PANEL JOINT

APA RATED PLYWOOD DEPICTED (HORIZONTAL ONLY)
OSB APA RATED SHEATHING CAN BE ORIENTED
EITHER HORIZONTAL OR VERTICAL

MINIMUM COLUMN DETAIL

MINIMUM COLUMN = BEAM WIDTH xWALL DEPTH

BEAM (SEE PLAN)

2x WALL
(SEE FRAMING PLANS)

B
E

A
M
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ID

T
H

WALL DEPTH

2
" 

O
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.
8

" 
O

.C
.

BUILT UP 
WOOD COL.

STAGGERED
NAILING

16d NAILS

NOTE: STUDS SHALL BE BUILT-UP AS
            REQ'D FOR SOLID BEARING 
            W/ KING STUD EACH SIDE
            (TYP.) U.N.O.

TYPICAL BUILT-UP POST

8
"

2" MIN.

SPLICE DETAIL

JOIST SPACE
FLOOR OR ROOF LINE

2 ROWS 16d NAILS 
@ 4" O.C. STAGGERED

DBL TOP PLATE CHORD MEMBER

4' - 0" MIN. LAP

JOIST PARALLEL TO WALL

JOIST PERPENDICULAR TO WALL

2x NON-LOAD BEARING WALL
(SEE ARCH DWGS)

ENG WOOD I JOIST
(SEE FRAMING PLAN)

2x BOTTOM PLATE

SOLID BLOCKING @ 2'-0" O.C.
PER WOOD I MANUF

(2) 8D NAILS
EACH SIDE

2x NON-LOAD BEARING WALL
(SEE ARCH DWGS)

(2) 16D NAILS @ EA JOIST
2x BOTTOM PLATE

ENG WOOD I JOIST
(SEE FRAMING PLAN)

(2) 16D NAILS @ BLOCKING

WIND COMPONENT AND 
CLADDING SCHEDULE

WIND PRESSURE (PSF) 10 SF

-10.0, -17.9

50 SF 100 SF

ROOF AT LEAST 3'-0" 
AWAY FROM ANY EDGE

-10.0, -15.1 -10.0, -25.9

-10.0, -35.1
ROOF WITHIN 3'-0" 

OF ANY EDGE
-10.0, -21.5 -10.0, -42.9

+10.7, -10.7
WALL AT LEAST 3' -0" 

AWAY FROM ANY CORNER
+10.0, -10.1

+10.7, -21.5
WALL WITHIN 3' -0" 

OF ANY CORNER
+10.0, -18.8 +10.0, -16.7

+10.0, -10.0

REBAR LAP SPLICE 
SCHEDULE

TYP. SPLICES
BAR SIZE

NO. DIA.

min. f'c = 3000 PSI

LENGTH (L)

4 0.500 22"

5

6

0.625

0.750

28"

33"

L

STANDARD HOOK DETAILS

180° HOOK DIMMENSIONS

BAR SIZE A J D LE

#4 6" 4" 3" 2 1/2"

#5 7" 5" 3 3/4" 2 1/2"

#6 8" 6" 4 1/2" 3"

90° HOOK DIMMENSIONS

BAR SIZE A D LE

#4 8" 3" 6"

#5 10" 3 3/4" 7 1/2"

#6 1'-0" 4 1/2" 9"

A 

J
LE

Ddb

A

d
b

L
E

D

EXISTING FOOTING

2x4 STUD WALL
FORM/SUPPORT
W/ STUDS @ 16" O.C.

PRESSURE TREATED
PLYWOOD FORM

1/2"Ø WEDGE ANCHOR

#4 REBAR @ 24" O.C. DRILL
AND DOWELL REBAR INTO
EXISTING W/ MIN. 4" EMBED
USE SIMPSON SET EPOXY
SYSTEM OR EQUIV.

TEMPORARY
FORM AS PER
CONTRACTOR

NEW 8" CONCRETE
WALL W/ #4 @ 24" O.C. E.W.

EXISTING FLOOR FRAMING

EXISTING WALL FRAMING

GENERAL STRUCTURAL NOTES (DRAWING NOTES)
A. CODES AND SPECIFICATIONS
1. International Building Code (IBC) - 2021 Edition
2. ACI 318-19 Building Code Requirements for Reinforced Concrete
3. ANSI/AWC National Design Specification (NDS) & Suppl. for Wood Const. - 2018 Edition
4. ASCE 7-16 With Supplement 1 Min. Design Loads for Buildings and other Structures.
B. DESIGN LOADS UNIFORM (PSF)
  1. Floor Loads Uniform

a. Deck Live =           60
          Dead =            10

  2. Roof Loads
a. Live Load                             20 PSF
b. Snow Load

Design Snow Load       100.0 PSF
Flat Roof Snow Load     Pf = 100.1
Ce = 1.0; Ct = 1.0; Is = 1.0
Ground Snow Load       143.0
Sloped Roof                  Ps = 100.1; Cs = 1.0

c. Rain Load =   N/A
  3. Lateral Loads

a. Wind Load 115 MPH (3 Sec Gust)  Risk Cat= II; EXP = C
Encl. Cat. - Open Building
Internal Pressure Coef.  +/- 0.00
Components & Cladding - 13.0PSF

b. Seismic Load:  Risk Cat:  II  Importance Factor = 1.0
Ss = 111.3% G; S1 = 34.3% G
Site Class = D
Sds = 0.890; Sd1 = 0.448
Seismic Design Category = D
Basic Seismic System = Bearing wall System
Design Base Shear V = 0.137 W
Seismic Response Coef. Cs = 0.137
Response Modification Factor R = 6.5
Analysis Procedure = Equivalent Lateral - Force Analysis

C.FOUNDATIONS
1. Bearing pressure taken as 1500 PSF for column and wall footings, based on a sand, silty
     sand, clayey sand, silty gravel, and clay gravel (Table 1806.2, Class of Materials #4). 
     Notify Engineer if conditions encountered are different.
2. Bear footing on same type of undisturbed soil or rock throughout the entire structure.
D. MATERIALS
1. Dimensional Lumber                           #2 Douglas Fir
2. Glulam Beams (GLB)                          24FV4
3. Concrete f'c      - Ftgs, Walls    3500 PSI Exposure Class = F1 Air Content 5%
                     - Garage & Exterior Slabs    4500 PSI Exposure Class = F2 Air Content 6%

Max Water-Cement Ratio  0.55
Max Aggregrate size 3/4"

4. Reinforcing Steel                              ASTM A615 - Grade 60
5. Anchor Bolts                                 A36 / F1554 GRADE 36
E. REINFORCED CONCRETE
1. Concrete shall be of ready mix type conforming to ASTM C94.
2. Portland Cement to comply with ASTM C150
3. Comply with ACI 306 Cold Weather Concrete standards if the mean daily temperature is
   expected to drop below 40° F for 3 or more successive days.  Place no concrete against frozen earth.
4. Comply with ACI 305 Hot Weather Concrete Standards.
5. Conduct all compression tests according to ACI Standard Recommended Practice for
    Evaluation of Compression Test Results of Field Concrete (ACI 214)
6. Control joints in large areas of slab on grade shall be placed in checkerboard fashion
    in lengths not to exceed 20 feet in any direction.
7. All construction joints shall be located so as not to impair the strength of the structure.  
   Unless noted on the drawings, all reinforcement shall be continuous through the joints. 
   Each construction joint shall be keyed.
8. No aluminum products shall be embedded in the concrete.  Electrical conduit shall be
  placed at mid-height of the slabs and shall have an O.D. less that one-third the slab thickness.
9. Add 2-#5 reinforcing bars around all opening (unless noted otherwise) and extend 24" 
   beyond the corner of the openings.
10. Unless otherwise noted, reinforce all concrete wall as follows:
   Wall          Horizontal                                           Vertical
   Size        Reinforcement                                       Reinforcement

   8"         #4 @ 24" O.C.                                    #4 @ 24" O.C.
F. REINFORCING STEEL
1. All detailing, fabrication and placing of reinforcing bars shall conform to the ACI Manual of
   Standard Practice for Detailing Reinforced Concrete Structures (ACI 315).  All reinforcement
   to be supported in the forms and space with wire or plastic bar supports.  Reinforcement in
   footings shall be supported on precast concrete block supports conforming to the Concrete
   Reinforcing Steel Institute Manual of Standard Practice.
2. Splice of reinforcement at points of maximum stress shall be avoided wherever possible.  
  See Table.
3. All continuous reinforcement shall terminate with 90 degree return or hook or separate corner bar.
4. All vertical reinforcement in columns and walls shall be doweled from the footing or
    structure below with rebar of the same size and spacing as required above.
5. Minimum concrete cover for reinforcing bars shall be as specified in Building Code
    Requirements for Reinforced Concrete (ACI 318)
6. Welding or tack welding of reinforcing bars is prohibited unless specifically approved by
     the Engineer.
G. LUMBER
1. Do not notch any structural wood member unless shown on the drawings.
2. Install and follow all manufacturers guidelines for Engineered Wood I members  and LVL products.
     --Do not notch or cut flanges of Eng. Wood I Members.--
3. All nails shall be common wire nails.  Any nails exposed to weather or moisture shall be 
     of stainless steel or shall be galvanized.
4. Nailing to conform to IBC Table 2304.10.2 unless noted otherwise (See Nailing Schedule).
5. Wherever possible nails should be driven perpendicular to the grain instead of toe nail.
6. Where wood tends to split, holes for nails shall be bored a diameter smaller that of the nails.
7. Plywood face grain must be perpendicular to its supports.
8. Any wood members in contact with concrete or earth shall be pressure-treated wood or wood 
     that is decay resistant (redwood or cedar).
9. Wet use adhesives shall be used on all glulam members subjected to possible moisture.
10. Roof trusses to be designed and engineered by supplier to meet the design loads herein
     indicated in addition to any and all drifting loads, wind loads, equipment loads and other
     loads as indicated on framing plan.  Submit shop drawings and calculations for review.
11. Truss manufacturer to provide truss to truss connection details.
                                                NAILING SCHEDULE
       
    19/32" APA Rated 40/20 Roof Sheathing      Boundary nailing - 10d @ 6" o.c.
    No blocking required unless shown              End nailing - 10d @ 6" o.c.
    on framing plan.  See typical detail.             Side nailing - 10d @ 6" o.c.
    use panel clips at unsupported edges.          Intermediate nailing - 10d @ 12" o.c.

       SHEAR WALLS
       See Shear Wall Schedule

H. DEFERRED SUBMITTALS
     List of deferred submittals (shop drawings) that require Architectural and/or
     Engineering review and approval before fabrication or installation begins:
   1. Engineered Roof Trusses
GENERAL NOTES
1. Adequate shoring and bracing of all structural members during construction shall be provided.
2. Any proposed field changes shall have prior approval from the Engineer.
3. Contractor shall verify all dimensions in the field.  Any variation from the drawings shall be brought 
     to the attention of the Engineer.
4. Install Simpson hardware as per Manufacturers requirements.
5. Details are representations/ depictions only. Follow written callouts.
6. NO CHANGES PERMITTED WITHOUT EXPRESS WRITTEN PERMISSION OF ENGINEER
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EXISTING WOOD FOUNDATION
TO BE REPLACED
(SEE DETAIL 1/S1)

6x6 WOOD
COLUMN

6x6 WOOD
COLUMN

5
' -

 9
"

3
' -

 9
"

2' - 0"

8' - 6" 8' - 6"
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TOWN OF ALPINE, WYOMING 

RESOLUTION 2025-022 

A RESOLUTION ADOPTING THE UPDATED EMPLOYEE POLICY & PROCEDURE 

MANUAL 

 

Town Of Alpine Resolution No. 2025-022 –  Adopting The Updated Employee Policy & Procedure Manual 
 

Page 1 of 1 

\ 

WHEREAS, the Town Council of the Town of Alpine, Wyoming, after thorough review and 

consideration, recognizes the importance of maintaining clear and current personnel policies to 

guide the conduct and operation of Town employees; 

WHEREAS, the Town has recently completed an update to its Employee Policy and Procedure 

Manual to reflect changes in law, best practices, and organizational needs; 

WHEREAS, it is the intent of the Town Council to formally adopt the updated Manual, thereby 

designating it as the official edition of Town personnel policies and procedures; 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE TOWN 

OF ALPINE, WYOMING, THAT: 

1. Adoption of Manual 
The Town Council hereby adopts the updated Town of Alpine Employee Policy and 

Procedure Manual, dated July 15, 2025, in its entirety, and designates it as the official 

personnel policy manual of the Town. 

2. Effective Date 
This Resolution shall be effective immediately upon adoption. 

3. Supersedure 
Upon its effective date, the updated Manual supersedes any and all prior versions of the 

Employee Policy and Procedure Manual previously adopted or adopted by reference by 

the Town. 

4. Implementation 
Town staff and officials are directed to distribute the updated Manual to all current 

employees and provide access to new employees as part of orientation.  

PASSED, APPROVED AND ADOPTED this 15th day of July 2025 
 

 

VOTE:        YES,          NO,          ABSTAIN,         ABSENT 

 

SIGNED: 

 

___________________________________ 

Eric Green, Mayor of Alpine 

ATTEST: 

 

___________________________________ 

Monica L. Chenault, Town Clerk/Treasurer  
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Employee Policy and Procedure Manual 

This document 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 document is not to be construed by any 

employee as containing binding terms and conditions of employment. The Town of 

Alpine retains the absolute right to terminate any employee at any time, with or 

without good cause. The Town of Alpine retains the right to change the contents of this 

document as it deems necessary, in accordance with applicable law. 

Updated 07-29-11 

Updated 04-19-16 

Updated 03-20-18 

Updated 02-18-20 

Updated 02-21-23 

Updated 07-15-25 

 

This manual replaces all previous manuals and supersedes all earlier oral or written materials about The 

Town of Alpine policies and procedures. The Town of Alpine reserves the right to changes, add, or 

delete benefits and policies as necessary. 
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Town Of Alpine Policy and Procedure Manual 
 

Page 1 of 26 

Introduction 

 

 

The Town of Alpine Policy and Procedure Manual describes important information about this 

entity.  I understand that I should consult with the mayor regarding any questions not answered 

in the Manual. 

 

Since the information, policies, procedures, and benefits described in the Manual are subject to 

change, I acknowledge that revisions may occur, and I understand that such revisions may 

supersede, modify or eliminate existing policies.  I further understand and agree that I will be 

bound by any such revisions during the term of my employment with the Town of Alpine.  I 

further understand that any revisions or exceptions to the information in this manual will be in 

writing and approved by the Council of the Town of Alpine. 

 

The rules, policies, procedures and benefits described in this manual supersede the terms of any 

previous rules, policies, procedures and benefits.   

At-Will Employment Statement 

Your employment with The Town of Alpine is a voluntary one and is subject to termination by 

you or The Town of Alpine at will, with or without cause, and with or without notice, at any 

time. Nothing in these policies shall be interpreted to conflict with or to eliminate or modify in 

any way the employment-at-will status of The Town of Alpine employees.  

This policy of employment-at-will may not be modified by any officer or employee and shall not 

be modified in any publication or document. The only exception to this policy is a written 

employment agreement approved at the discretion of the Town of Alpine. 

These personnel policies are not intended to be a contract of employment or a legal document.  

I acknowledge that I have read the Town of Alpine Policy and Procedure Manual and understand 

my rights and responsibilities as an employee of the Town of Alpine as outlined therein.  Further, 

I specifically agree to abide by the policies as set forth in the Policy and Procedure Manual. 

 

 

   

Employee Name (Printed)      Date 

 

 

Employee Signature      Date
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Town Of Alpine Policy and Procedure Manual 
 

Page 2 of 26 

Introduction        1 
 

“At Will Acknowledgement      1    

     
 

Confidential Information & Conflict of Interest 

      Confidentiality       4 

Conflict of Interest      4 
 

Anti-Discrimination & Harassment 

 Equal Opportunity Policy      5 

 Policy Prohibiting Harassment and Discrimination  5 

 Prohibited Behavior      5 

 Harassment by Non-employees     6 

 Prohibition against Retaliation     7 
 

 

Employment Relationship 

 Employee Privacy       8 

 Employment Classification     9 

 Workweek and Hours of Work     10 

 Meal and Rest Breaks                                       10 

      Time Records                                                              10 

 Overtime            10 

 Deductions from Pay/Safe Harbor Exempt Employees  10 

 Paychecks        11 

 Access to Personnel Files      11 

 Employment of Relatives and Domestic Partners  11 

 Voluntary Separation from Employment    12 

 Public Works Department Uniform Policy    12  

 
 

Conduct Standards 

 Equipment & Vehicles      13 

 Computer, Email & Internet Usage    13 

 Drug and Alcohol Policy      13 

 Searches        14 

 Drug Testing       14 

 Smoking Policy       14 

 

General Employment 

 Employee Records      15   

 Job Postings & Promotions     15 

 Reference/Background Checks     15 

 Termination, Resignation & Discharge    16 
 

Safety & Emergency 

 Safety        17 

 Security        17 
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Employee Benefits 

 Cobra        18 

 Life Insurance       18 

 Medical Insurance       18 

 Short-Term Disability Insurance     18 

 Retirement Savings Plan      19 

 Travel & Expense       19 

 Worker’s Compensation      20 
 

Leave Policies 

 Observed Holidays      21 

 Working on a Holiday      21 

 PTO – Paid Time Off      22 

 PTO Carry-over/Forfeited      22 

 PTO Termination, Resignation, and Discharge   22 

 Funeral Leave       23 

 Military Leave       23 

 Time off to Vote       23    

 Jury Duty         24 

 Leave Request Forms      25 
 

Acknowledgement       26 
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Town Of Alpine Policy and Procedure Manual 
 

Page 4 of 26 

Confidential Information & Conflict of Interest 

 
Confidentiality 

 
It is the policy of the Town of Alpine that employees of the Town of Alpine may not disclose, 

divulge, or make accessible confidential information belonging to, or obtained through their 

affiliation with the Town of Alpine to any person, including relatives, friends, and business and 

professional associates, other than to persons who have a legitimate need for such information 

and to whom the Town of Alpine has authorized disclosure.  

 

Employees shall use confidential information solely for the purpose of performing services as an 

employee for the Town of Alpine. This policy is not intended to prevent disclosure where 

disclosure is required by law. 

 

Employees, volunteers and contractors must exercise good judgment and care at all times to 

avoid unauthorized or improper disclosures of confidential information. Conversations in public 

places, such as restaurants, elevators, and public transportation, should be limited to matters that 

do not pertain to information of a sensitive or confidential nature. In addition, employees should 

be sensitive to the risk of inadvertent disclosure and should for example, refrain from leaving 

confidential information on desks or otherwise in plain view and refrain from the use of speaker 

phones to discuss confidential information if the conversation could be heard by unauthorized 

persons. 

 

Upon the termination of an employee's, volunteer's or contractor's relationship with the Town of 

Alpine, he or she shall return, at the request of the Town of Alpine, all documents, papers, and 

other materials, regardless of medium, which may contain or be derived from confidential 

information, in his or her possession. 

 

Conflict of Interest 
 

No employee may engage in any activity or enterprise which conflicts with his/her duties as an 

employee of the Town of Alpine or with the duties, functions, and responsibilities of the 

department in which he/she is employed. 

 

Anyone with a conflict of interest must provide 72 hours written advance notice of the conflict to 

the governing body. Failure to disclose a conflict of interest may be grounds for immediate 

dismissal. 
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Anti-discrimination & Harassment 

 
Equal Opportunity Policy 

 
The Town of Alpine provides equal opportunity in all of our employment practices to all 

qualified employees and applicants without regard to race, color, religion, gender, national 

origin, age, disability, marital status, military status or any other category protected by federal, 

state and local laws. This policy applies to all aspects of the employment relationship, including 

recruitment, hiring, compensation, promotion, transfer, disciplinary action, layoff, return from 

layoff, training, social, and recreational programs. All such employment decisions will be made 

without unlawful discrimination on any prohibited basis.  The Town of Alpine will make 

reasonable accommodations for disabled employees and prohibits discrimination based on 

disability in accordance with the Americans with Disability Act of 1990. 

 

It is also the Town of Alpine’s policy to comply with all applicable laws prohibiting 

discrimination in employment.  This includes Title VII of the Civil Rights Act of 1964, the Age 

Discrimination in Employment Act of 1967, the Equal Employment Opportunity Act of 1972, 

the Immigration Reform and Control Act of 1986, the American with Disabilities Act of 1990, 

and any other applicable federal, state, and local statutory provisions. 

 

Policy Prohibiting Harassment and Discrimination 

 
The Town of Alpine strives to maintain an environment free from discrimination and 

harassment, where employees treat each other with respect, dignity and courtesy. This policy 

applies to all phases of employment. 

 

Prohibited Behavior 
 

The Town of Alpine does not and will not tolerate any type of harassment of our employees or 

applicants for employment. Discriminatory conduct or conduct characterized as harassment as 

defined below is prohibited. 

 

The term harassment includes, but is not limited to epithets, derogatory comments, slurs, jokes, 

and other verbal or physical conduct relating to a person’s gender, ethnicity, race, color, creed, 

religion, sexual orientation, nation origin, age, disability, maternal status, military service status 

or any other protected classification that unreasonably interferes with a person’s work 

performance or creates an intimidating, hostile work environment. 

 

Sexually harassing behavior in particular includes unwelcome conduct us as: sexual advances, 

request for sexual favors, offensive touching, or other verbal or physical conduct of a sexual 

nature. Such conduct may constitute sexual harassment when it: 

 

• is made an explicit or implicit condition of employment 

• is used as the basis for employment decisions 

• unreasonably interferes with an individual’s work performance, or 
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• creates an intimidating, hostile or offensive working environment 

 

The types of conduct covered by this policy include demands or subtle pressure for sexual favors 

accompanied by promise of favorable job treatment or a threat concerning employment. 

 

Specifically, prohibited behavior includes sexual behavior such as: 

 

• repeated sexual flirtations, advances or propositions 

• continued and repeated verbal abuse of a sexual nature, sexually related comments and 

joking, graphic or degrading comments about an employee’s appearance or displaying 

sexually suggestive objectives or pictures including cartoons and vulgar email messages 

• any uninvited physical contact or touching, such as patting, pinching or repeated brushing 

against another’s body 

 

Harassment by Non-employees 
 

The Town of Alpine will also endeavor to protect employees, to the extent possible, from 

reported harassment by non-employees in the workplace. 

 

Complaint procedure and Investigation: 

An employee may select the procedure under which the harassment complaint will be filed. The 

varieties of ways which allow an employee to file such a complaint are due to the sensitivities 

associated with the conduct described as sexual harassment. 

 

Employees who wish to report a possible incident of sexual harassment or other unlawful 

harassment or discrimination should first notify the harasser if possible. If that person is not 

available, or you believe it would be inappropriate to contact the person, contact the mayor 

immediately or an elected official. 

 

The Town of Alpine will conduct a prompt investigation with as much confidentially as possible 

under the circumstances. Employees who raise concerns and make reports in good faith can do 

so without fear of reprisal; at the same time, employees have an obligation to cooperate with the 

Town of Alpine in enforcing the policy and investigating and remedying complaints. 

 

Any employee who becomes aware of possible sexual harassment or other illegal discrimination 

against others should promptly advise the mayor. 

 

Any employee that files a false complaint will be subject to appropriate disciplinary action up to 

and including termination. 

 

Anyone found to have been engaging in such wrongful behavior will be subject to appropriate 

discipline, up to and including termination. 
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Prohibition against Retaliation 
 

Any employee who files a complaint of sexual harassment or other discrimination in good faith 

will not be adversely affected in terms and conditions of employment and will not be retaliated 

against or discharged because of the complaint. In addition, we will not tolerate retaliation 

against any employee who, in good faith, cooperates in the investigation of the complaint. 

Anyone who engages in such retaliatory behavior will be subject to appropriate discipline, up to 

and including termination. 
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Employment Relationship 

Employee Privacy 

It is the Town of alpine’s goal to respect the individual privacy of its employees and at the same 

time maintain a safe and secure workplace. When issues of safety and security arise, you may be 

requested to cooperate with an investigation. The investigation may include the following 

procedures to safeguard the company and its employees: searches of personal belongings, searches 

of work areas, searches of private vehicles on company premises, medical examinations, and the 

like. Failure to cooperate with an investigation is grounds for termination. Providing false 

information during any investigation may lead to discipline, including termination. 

Employees are expected to make use of company facilities only for the business purposes of the 

company. Accordingly, materials that appear on company hardware or networks are presumed to 

be for business purposes, and all such materials are subject to review by the company at any time 

without notice to the employees. Employees do not have to have any expectation of privacy with 

respect to any material on company property. The Town of Alpine regularly monitors its 

communications systems and networks as allowed by law. Monitored activity may include voice, 

e-mail, and text communications, as well as Internet search and browsing history. Employees who 

make excessive use of the communications system for personal matters are subject to discipline. 

Employees are expected to keep personal communication to a minimum and to emergency 

situations. 

Video surveillance. As part of its security measures and to help ensure a safe workplace, The 

Town of Alpine may position video cameras to monitor various areas of its facilities. Video 

cameras will not be used in private areas, such as break rooms, restrooms, locker/dressing rooms, 

etc. Videotapes will not include an audio component. 

Privacy—Social Security Numbers 

Policy and Procedure Regarding Use and Disclosure of Social Security Numbers 

Purpose. This policy and procedure explains The Town of Alpine’s general standards and 

practices for how Social Security numbers are gathered, stored, disclosed, and ultimately disposed 

of. 

Policy. It is The Town of Alpine’s policy that Social Security numbers obtained from employees, 

vendors, contractors, customers, or others are confidential information.  

Social Security numbers will be obtained, retained, used, and disposed of only for legitimate 

business reasons and in accordance with the law and this policy. 

Procedure. Documents or other records containing employee Social Security numbers generally 

will be requested, obtained, or created only for legitimate business reasons consistent with this 

policy. For example, Social Security numbers may be requested from employees for tax reporting 
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purposes (i.e., Internal Revenue Service (IRS) Form W-4), for new hire reporting, or for purposes 

of enrollment in the company’s employee benefit plans. 

Retention and access to Social Security numbers. All records containing Social Security 

numbers (whether partial or complete) will be maintained in secure, confidential files with limited 

access. 

Unauthorized use/disclosure of Social Security numbers. Any employee who obtains, uses, or 

discloses Social Security numbers for unauthorized purposes or contrary to the requirements of 

this policy and procedure may be disciplined, up to and including discharge. The company will 

cooperate with government investigations of any person alleged to have obtained, used, or 

disclosed Social Security numbers for unlawful purposes. 

 

Employment Classification 

To determine eligibility for benefits and overtime status and to ensure compliance with federal and 

state laws and regulations, The Town of Alpine classifies its employees as shown below. The 

Town of Alpine may review or change employee classifications at any time. 

Exempt. Exempt employees are typically paid on a salary basis and are not eligible to receive 

overtime pay. 

Nonexempt. Nonexempt employees are paid on an hourly basis and are eligible to receive 

overtime pay for overtime hours worked. 

Regular, full time. Employees who are not in a temporary status and work an average of more 

than 30 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.  

Regular, part time. Employees who are not in a temporary status and who are regularly scheduled 

to work less than 30 hours weekly but at least 20 hours weekly and who maintain continuous 

employment status. Part-time employees may be eligible for some of the benefits offered by the 

company and are subject to the terms, conditions, and limitations of each benefits program.  

Temporary, 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. Temporary, full time employees are not eligible for benefits. 

Temporary, 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. 

Temporary, part time employees are not eligible for benefits. 
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Workweek and Hours of Work 
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 Monday – Thursday 9:00 a.m. to 5:00 p.m. and Friday 

9:00 a.m. to 12:00 p.m., with a 30-minute lunch break.  Individual work schedules may vary 

depending on the needs of each department.  

 

Meal and Rest Breaks 
Employees are entitled to a 30-minute unpaid meal break each day. Any nonexempt employee who 

finds it necessary to work through a meal break will be paid for the 30-minute period. Employees 

are also entitled to two 15-minute rest periods each day. Meal and rest breaks will be coordinated 

by the department supervisor. Rest breaks cannot be combined. Rest breaks cannot be utilized to 

leave early.    

 

Time Records  
All nonexempt employees are required to complete accurate weekly time reports showing all time 

actually worked. These records are required by governmental regulations and are used to calculate 

regular, and overtime pay. At the end of each week, you and your supervisor must sign the time 

sheet attesting to its correctness before forwarding it to the Mayor’s Office for approval.   

 

Overtime 
When required due to the needs of the business, you may be asked to work overtime. Overtime is 

hours worked in excess of 40 in a single workweek. Nonexempt employees will be paid overtime 

compensation at the rate of one and one-half their regular rate of pay for all hours over 40 worked 

in a single workweek. Paid leave, such as holiday, paid time off (PTO), bereavement time, and 

jury duty, does not apply toward work time. All overtime work must be approved in advance by a 

supervisor or the Mayor.  

Deductions from Pay/Safe Harbor Exempt Employees  

The Town of Alpine 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.  

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: 

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

• Deductions for employee benefits when authorized by the employee; 

• Absence from work for 1 or more full days for personal reasons other than sickness 

or disability;   

• 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;  

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

• Unpaid disciplinary suspensions of 1 or more full days imposed in good faith for 

workplace conduct rule infractions; and 
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• Any full workweek in which the employee does not perform any work. 

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).  

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 Treasurer’s Office. 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. 

 

 

Paychecks 
The Town of Alpine’s pays its employees bi-weekly on the Friday following the end of the pay 

period. If payday falls on a federal holiday, employees will receive their paycheck on the preceding 

workday. Paychecks are directly deposited into your checking and/or savings accounts.  

 

Access to Personnel Files 
Employee files are maintained by the HR department and are considered confidential. 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.  

 

Employment of Relatives and Domestic Partners 
Relatives and domestic partners may be hired by the company 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, 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.  

Current employees who marry each other or become involved in a domestic partnership will be 

permitted to continue employment with the company provided they don’t 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.   
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Voluntary Separation from Employment 
In all cases of voluntary resignation (one initiated by the 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.  

In most cases, the Town Council Personnel Liaison - Personnel Director will conduct an exit 

meeting on or before the last day of employment to collect all company property and to discuss 

final pay, which will include payment of accrued vacation not to exceed 160 hours. If applicable, 

information regarding benefits continuation through the Consolidated Omnibus Budget 

Reconciliation Act (COBRA) will be sent to the employee’s home address.   

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 company. 

Public Works Department Uniform Policy 

The purpose of this policy is to encourage all employees within the Public Works Department to 

wear a uniform while on duty to support a professional appearance, enhance safety, and promote 

team cohesion. 

1. Uniform Recommendation: 

All employees in the Public Works Department should wear the designated uniform 

during their scheduled work hours. Wearing the uniform in a clean, presentable, and 

professional manner is strongly encouraged. 

2. Uniform Components: 

The recommended uniform may consist of, but is not limited to: 

• Department-issued shirts or jackets (reflective or high-visibility as appropriate) 

• Safety gear (hard hats, gloves, etc., as needed for specific tasks) 

• Pants or shorts as designated by the department 

• Closed-toe, durable footwear 

Additional items may be suggested depending on the specific duties of the employee. 

3. Safety Considerations: 

Uniforms should meet all safety guidelines related to visibility, durability, and 

functionality for specific tasks. Employees are encouraged to wear uniforms that are in 

good condition and free from any defects that may affect safety or performance. 

4. Responsibility: 

Employees are responsible for maintaining their uniforms in good condition. The 

department will provide each employee with an initial uniform set and may provide 

replacements as needed. 

5. Non-Compliance: 

While uniform use is not mandatory, failure to wear appropriate clothing that meets 

safety standards or reflects professional expectations may result in guidance or corrective 

conversation to ensure workplace standards are met. 
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Conduct Standards 
 

The Town of Alpine Equipment and Vehicles 
 

When using the Town of Alpine property, including computer equipment or hardware, exercise 

care, perform required maintenance and follow all operating instructions, safety standards and 

guidelines. 

 

Notify the mayor if any equipment machines appear to be damaged, defective or in need of 

repair. This prompt reporting could prevent the equipment’s deterioration and could also help 

prevent injury to you or others. Should you have any questions about the maintenance and care 

of any workplace equipment, ask the mayor. 

 

If you use or operate equipment improperly, carelessly, negligently or unsafely, you may be 

disciplined or even discharged. In addition, you may be held financially responsible for any loss 

to the Town of Alpine resulting from such use.  

 

Seat Belts 

 

Drivers and passengers of Town of Alpine owned vehicles, equipment, or personal vehicles 

being used for official Town of Alpine business purposes, are required to have seat belts on and 

fastened whenever the vehicle or equipment is in motion.  The Town of Alpine prohibits non-

employees from being allowed in town owned vehicles or equipment.  Personal use of Town of 

Alpine owned vehicles or equipment is strictly prohibited. 

 

Computer, Email and Internet Usage 

 
The Town of Alpine recognizes that use of the Internet has many benefits for the Town of Alpine 

and its employees. The Internet and email make communication more efficient and effective. 

Therefore, employees are encouraged to use the Internet appropriately. 

 

Drug and Alcohol Policy 
 

The Town of Alpine strives to maintain a workplace free of drugs and alcohol and to discourage 

drug and alcohol abuse by its employees. Misuse of alcohol or drugs by employees can impair 

the ability of employees to perform their duties, as well as adversely affect our customers and 

customers’ confidence in our entity. 

 

Employees are prohibited from using or being under the influence of alcohol while performing 

company business for the Town of Alpine, while operating a motor vehicle or any machinery in 

the course of business or for any job-related purpose, or while on company premise or a 

worksite. 

 

Employees of the Town of Alpine are prohibited from using or being under the influence of 

illegal drugs while performing company business or while on a company facility or worksite. 
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You may not use, manufacture, distribute, purchase, transfer or possess an illegal drug while in 

any town facilities, while operating a motor vehicle for any job-related purpose of while on the 

job, or while performing company business. This policy does not prohibit the proper use of 

medication under the direction of a physician; however, misuse of such medications is 

prohibited.   

 

Employees who violate this policy may be disciplined or terminated, even for a first offense. 

Violations include refusal to consent to and comply with testing and search procedures as 

described. 

 

Searches 
 

The Town of Alpine may conduct searches for illegal drugs or alcohol on company facilities or 

worksites without prior notice to employees. Such searches may be conducted at any time. 

Employees are expected to cooperate fully. 

 

Searches of employees and their personal property may be conducted when there is reasonable 

suspicion to believe that the employee has violated this policy or when circumstances or 

workplace conditions justify such a search.  

 

An employee’s consent to search is required as a condition of employment and the employee’s 

refusal to consent may result in disciplinary action, including termination. 

 

Drug Testing 
 

The Town of Alpine retains the right to randomly test for alcohol and illegal drugs on all 

employees who are covered by and subject to this policy. The Town of Alpine may require a 

blood test, urinalysis, hair test or other drug or alcohol screening of employees suspected of 

using or being under the influence of drugs or alcohol, any incident causing damage to town 

equipment or vehicles or where other circumstances or workplace conditions justify such testing. 

The refusal to consent to testing may result in disciplinary action, including termination. 

 

Smoking Policy 
 

Smoking is prohibited inside the Town of Alpine facilities, although the Town of Alpine may 

designate a smoking area if there is adequate ventilation and physical barriers to ensure that 

nonsmokers are not subject to smoke byproducts.  No smoking is allowed in the Town of Alpine 

vehicles or equipment. 

 

All employees, clients and other visitors are expected to comply with this policy, and employees 

who violate it may be disciplined. 
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General Employment 
 

Employee Records 
 

The town shall maintain in the town clerk’s office one personnel file on each Town of Alpine 

employee. 

 

It is the employee’s responsibility to notify the clerk of any changes in name, address, telephone 

number, marital status, number of dependents, military status, beneficiaries or person to notify in 

case of an accident. 

 

Misrepresentation of any fact which you have provided information for your application, in your 

personnel file, or any other documents is sufficient reason for dismissal. Personnel records are 

the property of the Town of Alpine. Employees may review their files under supervision. 

 

 

Job Postings & Promotions  
 

The Town of Alpine has a job posting program to inform employees of available staff positions. 

Job vacancies will be filled whenever possible by promoting qualified employees from within 

the Town of Alpine 

 

To apply for a posted position, an employee must: 

• Have completed any mandatory introductory period at a satisfactory performance level; 

• Meet the minimum requirements for the position; and 

• Have not received written reprimand within the past 90 days; employees who have a 

verbal warning may also be prohibited from applying. 

 

Employees interested in applying for a posted position should submit a memorandum with an 

updated resume to the clerk indicating interest in the position. Qualified employees must inform 

the mayor that they have applied for the job. Candidates will be judged on individual 

performance, conduct, experience, and potential. Length of service, although considered, shall 

not be the sole determining factor in selecting candidates for promotion. 

 

The Town of Alpine has the discretion to fill job vacancies from outside if we consider that 

circumstances call for outside recruitment. 

 

Reference/Background Checks 
 

The Town of Alpine conducts reference and background checks on all new employees. 

Employees who have falsified information on their employment applications will be disciplined, 

up to and including termination. Applicants who have provided false information may be 

eliminated from further consideration for employment. 
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Termination, Resignation and Discharge 
 

Unless expressly prescribed by statute or contract, employment with the Town of Alpine is on an 

“at will” basis and may be terminated with or without cause or notice. Similarly, employees are 

free to resign their employment at any time. If at any time an employee elects to resign his or her 

employment with the Town of Alpine, at least two weeks notice, while not necessary, would be 

appreciated.  

 

Any employee who is discharged by the Town of Alpine shall be paid only wages accrued to the 

effective date of the separation and all vacation time that has been accrued up to but not to 

exceed 160 hours.  
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Safety and Emergency 
 

Safety and Accident Reporting 

 
The Town of Alpine is committed to maintaining a safe and healthy environment for all 

employees. Report all accidents, injuries, potential safety hazards, safety suggestions and health 

and safety related issues immediately to the mayor. If the nature of your accident is such that you 

are unable to contact the mayor immediately, you must do so at the earliest possible time 

available to you.  Seek help from outside emergency response agencies, if needed.    An accident 

form must also be filled out by you. The accident form is available in the Town of Alpine 

Accident Prevention and Safety Manual.  

 

You must complete an Employee’s Claim for Worker’s Compensation Benefits Form if you have 

an injury that requires medical attention. If your inquiry does not require medical attention, you 

must still complete a Supervisor and Employee Report of Accident Form in case medical 

treatment is later needed and to ensure that any existing safety hazards are corrected. You can 

obtain the required forms from the town clerk. 

 

A federal law, the Occupational Safety and Health Act, requires that we keep records of all 

illnesses and accidents that occur on the job. OSHA also provides for your right to know about 

any health hazards which might be present on the job. 

 

In addition, the state Workers’ Compensation Act also requires that you report all illness or 

injury caused by the workplace, no matter how slight. If you do not report an injury, you may 

jeopardize your right to collect workers’ compensation payments as well as health benefits. 

 

You can get the required reporting paperwork from the clerk.  

 

Security 
 

The Town of Alpine is committed to ensuring employees’ security. If you have a security 

concern, contact the mayor.   
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Employee Benefits 
 

Cobra 

 
If an employee leaves their position with the Town of Alpine and has had insurance through the 

Town of Alpine, the employee may be eligible for COBRA (Continuation Health Insurance 

Coverage).  This will be the responsibility of the employee to arrange with the Town of Alpine 

and the insurance company.   

 

Life Insurance 

 
With the employee health insurance there is also a life insurance rider.  Every eligible employee 

that has health insurance will also have life insurance.  

 

Medical Insurance 
 

The Town of Alpine may provide employee and family coverage in group medical including 

dental insurance to all eligible employees. There is an 80/20 split with the employees paying 

20% and the town paying 80% of the cost.  This will automatically be taken out of your 

paycheck each pay period as a payroll deduction.  All employees carried on leave without pay 

status, must bear the full cost of all benefits, thirty (30) calendar days after going on leave 

without pay status.  Full time employees must apply for medical insurance coverage within sixty 

(60) days of his or her hire date to comply with the Patient Protection and Affordable Care Act. 

 

Voluntary Short-Term Disability Insurance 
 

The Town of Alpine offers voluntary short-term disability (STD) insurance to eligible full-time 

employees. This benefit provides partial income replacement in the event of a non-work-related 

illness or injury that prevents the employee from working. Benefits begin after a 7-calendar-day 

waiting period and provide 60% of the employee’s base weekly earnings, with a maximum 

duration of 13 weeks per qualifying incident. Full policy terms, including limitations and 

conditions, are defined by the insurance provider. 

There is an 80/20 premium split, with the Town paying 80% and the employee paying 20%. The 

employee’s portion is deducted from each paycheck and will begin following the 90-day 

probationary period. Premiums are subject to annual adjustment based on insurer rates. 

Employees must enroll during the initial hire period or during annual open enrollment. Those 

who decline initially may be required to provide medical evidence of insurability to enroll later. 

Employees carried on leave without pay status must bear the full cost of all benefits after thirty 

(30) calendar days. Coverage ends on the last day of the month in which the employee separates 

from employment, reduces hours below eligibility, or otherwise ceases active employment. 

Continuation of coverage may be available under COBRA or applicable state continuation laws. 
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Retirement Savings Plan 
 

The Town of Alpine full-time and part-time hourly employees are eligible and provided with a 

retirement savings plan through the Wyoming State Retirement Plan.  Eligible employees are 

eligible for retirement savings commencing on his or her hire date.  WRS-1 Registration Forms 

are due to WRS within 10 business days of the employee's date of hire.  WRS-7 Notice of 

Termination Forms are due to WRS within 10 days of the employee's termination.  WRS-13 

Unpaid Leave of Absence Forms are also due to WRS within 10 days of approval of absence.  

The plan includes a provision for employee tax deferred compensation contributions.  The 

amount of contribution is based on the Wyoming Retirement System rate.  When applicable, all 

eligible employees must pay match established by the Wyoming State Retirement Plan.   

 

 In addition to the pension plans administered by Wyoming Retirement System (WRS) an 

employee may elect to participate in the WRS 457(b) Deferred Compensation Plan through a 

payroll deduction. As administrator of the 457 Plan, WRS assumes the role of amending the Plan 

Document which governs the Plan, pursuant to Section 457 of the Internal Revenue Code as well 

as applicable legislative changes. 

 

 

 

Travel & Expense 
 

Employees (full-time, part-time, elected officials, and appointed personnel) will be reimbursed 

for all reasonable and necessary expenses they incur while traveling on the Town of Alpine 

business. If you are going out of town for the sole purpose to purchase items for the town, your 

mileage will be reimbursed.  However, if you are conducting any personal matters and you 

decide to help the town with errands, you will not be reimbursed for mileage.  Only Town of 

Alpine vehicles and/or authorized equipment will be allowed to charge fuel at local gas stations 

and with town credit cards.  The Town of Alpine will reimburse an employee the rate for mileage 

established annually by the Internal Revenue Service; no more or no less.  The Town of Alpine 

will reimburse an employee for meals at the rate for per diem meals established annually by the 

Internal Revenue Service.  NO Alcoholic Beverages shall be reimbursable.  Receipts need to be 

kept and turned into the clerk/treasurer in order to be reimbursed.  Full and/or part-time 

employees will be paid for their regular time while at meetings or trainings for the town.  Elected 

officials will have motels paid, mileage and meals reimbursed at the rate for per diem meal and 

lodging established annually by the Internal Revenue Service.  The town reserves the right to 

adjust unreasonably high expenses.  If an employee takes a spouse or guest, the town will not be 

responsible for their expenses, nor will they be reimbursable.   

 

You must record all travel and business activities on the Town of Alpine Expense Report Form 

and submit it to the town clerk/treasurer for reimbursement. 
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Worker’s Compensation 

 
The Town of Alpine provides Workers Compensation Insurance to compensate for any illness or 

injury an employee might suffer while working on company premises, traveling on official 

company business, or attending an activity officially sponsored by the Town of Alpine. If you 

become ill or injured, please get medical attention at once.  You must also report the details to 

the mayor immediately. You must complete a report for every injury, no matter how small, to 

keep the coverage in force and to get any benefits or other compensation to which you may be 

entitled. 
 

The clerical staff of Clerk/Treasurer, Deputy Clerk, Court Clerk, Planning and Zoning Secretary 

and Administrative Assistant are covered by the Clerical Office Occupations designation.  

Wyoming Workers’ Compensation Rules & regulations defines “Clerical Office Occupations” as 

follows: Employees whose duties are confined to keeping the books and records of the business 

or who are engaged wholly in office work where such books and records are kept. Employees 

shall have a physical separation from exposure to the hazards associated with the business’ 

normal activities. Employees shall not have direct contact with, supervision of, or be involved in 

physical labor of, the employer’s operation, except, if incidental. Employees who qualify may 

include employees who work with financial or employee records, correspondence, or telephone 

duties. Employees qualifying for the clerical office occupation classification who perform any 

duties outside of the clerical office area or who perform duties which are not directly related to 

the performance duties inside the clerical office, become disqualified for the clerical office 

occupation classification for the reporting period when the non-clerical work is performed. The 

limited exceptions allowed are solely for the direct travel to and from a local post office, bank, or 

office supply store.   
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Leave Policies 
 

Observed Holidays 
 

The Town of Alpine observes the following: 

 

New Year’s Day 

Martin Luther King Day 

President’s Day 

Memorial Day 

Juneteenth 

Independence Day 

Labor Day 

Columbus Day 

Veteran’s Day 

Thanksgiving 

Friday after Thanksgiving 

Christmas Eve Day 

Christmas Day 

 

Working on a Holiday 
 

Due to business needs, some employees may be required to work on observed holidays. If 

required to work on a town holiday, full-time hourly employees will be paid at straight time for 

the holiday in addition to the rate of one and one-half (1 ½) times their regular pay for the hours 

worked. 

 

Salaried exempt employees, if required to work on a town holiday, are entitled to an alternate 

day off with pay. 

 

Should the Town of Alpine holiday occur during your vacation, you may add an additional day 

either at the beginning or the end of the vacation period, with approval of your supervisor. 

 

Holidays that fall on a Saturday or Sunday but, are Observed on a Weekday 

 
Due to business needs, some employees may be required to work on a holiday that is observed 

on a weekday.  If required to work on the above dates when the holiday falls on a Saturday or 

Sunday, full-time hourly employees will be paid a rate of one and one-half (1 ½) times their 

regular pay for the hours worked. 
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PTO – Paid Time Off 
 

Bi-weekly Accrual of PTO Leave for Non-Exempt Employees: 

 

 0 days - 5 years   4.615 Hours (3 weeks) 

5 years - 15 years   6.15 Hours (4 weeks) 

15 years plus    7.69 Hours (5 weeks) 

 

Accrual of PTO Leave for Exempt Employees: 

 

 0 days - 5 years   6.15 Hours (4 weeks) 

5 years - 15 years   7.69 Hours (5 weeks) 

15 years plus    9.23 Hours (6 weeks) 

 

PTO can be used for any reason, and it replaces vacation and sick leave PTO shall accrue for 

full-time employees beginning on their 1st day of employment. Employees may use PTO 90 days 

after hire date. PTO must be accrued prior to being used by an employee.  

 

Prior Approval 
 

Because PTO will be used when an employee is sick, it may not always be possible to receive 

prior approval. When employees are sick it is required to notify their supervisor as soon as 

practical prior to the beginning of their regular workday if they are unable to work.  

 

If PTO is used for any scheduled or planned absence (scheduled and planned absences shall be 

defined as vacation, personal time, time off for appointments, or family leave exceeding 4 hours) 

employees must submit a Time Off Request Form to allow the employer to plan for the 

employee’s absence.  

 

The Town of Alpine reserves the right not to approve a vacation request if it will interfere with 

the Town of Alpine operations or adversely affect coverage of job and staff requirements. 

Whenever possible, employees’ request for vacation will be accommodated, but where 

scheduling conflicts arise, seniority will prevail 

 

PTO Carry-over/Forfeited 
 

PTO may be carried into another calendar year with a maximum accrual of 160 hours of PTO 

time. Any accrued PTO exceeding the above limit will be forfeited at the end of the calendar 

year. 

 

PTO Termination, Resignation, and Discharge 

 

Any employee who is terminated, resigns, or is discharged by the Town of Alpine shall be paid 

only wages accrued to the effective date of the separation and PTO time that has been accrued up 

to but not to exceed 80 hours.  

An employee may not use PTO time to extend their employment at retirement.   
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Funeral Leave 
 

In the event of the death of a member of the immediate family (as used in W.S. 27-3-507 means 

a person who is related and is a spouse, parent, stepparent, parent-in-law, child, stepchild, child-

in-law, sibling, half-sibling, step-sibling, sibling-in-law, grandparent, or grandchild) each 

employee shall be entitled to three days leave with pay for funeral arrangements and attendance.  

The employee may use PTO if an extension of time is needed. Proof of the death and or 

relationship may be requested. 

 

Military Leave 
 

Pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), the 

Town of Alpine prohibits discrimination against persons because of their service in the Armed 

Forces, the Army National Guard and the Air force National Guard when engaged in active duty 

for training, inactive duty training, full-time National Guard duty, the commissioned corps of the 

Public Health Service, and any other category of persons designated by the President in time of 

war or emergency. 

 

Employees who are members of the U.S. Reserves or National Guard are entitled to 15 days of 

unpaid leave annually for military duty or training. 

 

If an employee is inducted or is recalled to active duty for a period of not more than four years, 

such leave will protect the employee’s service for the Town of Alpine.  Employees are required 

to notify the mayor immediately after receiving orders for active duty. 

 

Upon satisfactory completion of the employee’s military service and timely notice of intent to 

return to work, the employee will be reinstated to a job comparable to the one left, provided the 

employee is qualified and the Town of Alpine circumstances have not changed to the extent that 

it would be impossible or unreasonable to provide re-employment. 

 

Employees called to active duty will continue to have their participating medical/life insurance 

policy paid for by the Town of Alpine for a period not to exceed 12 months. 

 

Time Off to Vote 
 

Employees are encouraged to vote outside of working hours. When this is not possible, full-time 

employees shall be granted paid leave not to exceed one hour in order to vote; such leave shall 

also be granted to part-time employees scheduled to work eight hours on that day. 
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Jury Duty 
 

The Town of Alpine supports employees in fulfilling their civic responsibilities by serving jury 

duty when required. Employees shall lose regular pay or leave accrual while serving on jury 

duty. Compensation for such leave shall be limited to the difference between the pay received for 

this service and the employees’ regular pay. The employee shall provide proof of all 

compensation received to the clerk/treasurer. 

 

You must inform the Clerk/Treasurer and your supervisor as soon as possible after receiving a 

jury summons so that arrangements can be made to accommodate your absence. You will be 

expected to report for work during your service whenever the court schedule permits. 
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Paid Time Off (PTO) Leave Request Form 

 

Date of request: ______________    Employee name: _______________________  

  

Department: _________________ Job title: _____________________________ 

 

PTO (Vacation/Scheduled or Planned Absence) 

 

Start date: ________ End date: ________ Total hours: _______ 

 

Bereavement leave (Up to three days of paid leave due to a death in the immediate family is 

available.) 

 

Start date: ________ End date: ________ Total hours: ________ 

 

Jury duty leave (Up to five days of paid leave for jury service is available.) 

 

Start date: ________ End date: ________ Total hours: ________ 

 

This form should not be used to request leave under the Family and Medical Leave Act (FMLA) 

or to request leave as an accommodation under the Americans with Disabilities Act (ADA). 

Employees should consult with HR to request leave under the FMLA or ADA.  

 

 

________________________________________       __________________ 

Employee signature                                                       Date 

 

________________________________________       __________________ 

Supervisor signature                                                      Date 
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ACKNOWLEDGEMENT 

 
I have read and understand the policies. 

 

I understand that this manual represents only current policies and benefits, and that it does not 

create a contract of employment. The Town of Alpine retains the right to change these policies 

and benefits, as it deems advisable. 

 

Unless expressly prescribed by statute or contract, my employment is “at will”. I understand that 

I have the right to terminate my employment at any time, with or without cause, and that the 

Town of Alpine has the same right. I further understand that my status as an “at will” employee 

may not be changed except in writing and signed by the governing body. 

 

I understand that the information I come into contact with during my employment is proprietary 

to the Town of Alpine and accordingly, I agree to keep it confidential, which means I will not 

use it other than in the performance of my duties or disclose it to any person or entity outside the 

Town of Alpine. I understand that I must comply with all of the provisions of the Manual to have 

access to and use the Town of Alpine resources. I also understand that if I do not comply with all 

provisions of the Manual, my access to the Town of Alpine resources may be revoked, and I may 

be subject to disciplinary action up to and including discharge. 

 

I further understand that I am obligated to familiarize myself with the Town of Alpine’s safety, 

health, and emergency procedures as outlined in this Manual or in other documents. 

 

 

 

     

Signature of Employee     Date 
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Employee Policy and Procedure Manual 

This document 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 document is not to be construed by any 

employee as containing binding terms and conditions of employment. The Town of 

Alpine retains the absolute right to terminate any employee at any time, with or 

without good cause. The Town of Alpine retains the right to change the contents of this 

document as it deems necessary, in accordance with applicable law. 

Updated 07-29-11 

Updated 04-19-16 

Updated 03-20-18 

Updated 02-18-20 

Updated 02-21-23 

Updated 07-15-25 

 

This manual replaces all previous manuals and supersedes all earlier oral or written materials about The 

Town of Alpine policies and procedures. The Town of Alpine reserves the right to changes, add, or 

delete benefits and policies as necessary. 
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Introduction 

 

 

The Town of Alpine Policy and Procedure Manual describes important information about this 

entity.  I understand that I should consult with the mayor regarding any questions not answered 

in the Manual. 

 

Since the information, policies, procedures, and benefits described in the Manual are subject to 

change, I acknowledge that revisions may occur, and I understand that such revisions may 

supersede, modify or eliminate existing policies.  I further understand and agree that I will be 

bound by any such revisions during the term of my employment with the Town of Alpine.  I 

further understand that any revisions or exceptions to the information in this manual will be in 

writing and approved by the Council of the Town of Alpine. 

 

The rules, policies, procedures and benefits described in this manual supersede the terms of any 

previous rules, policies, procedures and benefits.   

At-Will Employment Statement 

Your employment with The Town of Alpine is a voluntary one and is subject to termination by 

you or The Town of Alpine at will, with or without cause, and with or without notice, at any 

time. Nothing in these policies shall be interpreted to conflict with or to eliminate or modify in 

any way the employment-at-will status of The Town of Alpine employees.  

This policy of employment-at-will may not be modified by any officer or employee and shall not 

be modified in any publication or document. The only exception to this policy is a written 

employment agreement approved at the discretion of the Town of Alpine. 

These personnel policies are not intended to be a contract of employment or a legal document.  

I acknowledge that I have read the Town of Alpine Policy and Procedure Manual and understand 

my rights and responsibilities as an employee of the Town of Alpine as outlined therein.  Further, 

I specifically agree to abide by the policies as set forth in the Policy and Procedure Manual. 

 

 

   

Employee Name (Printed)      Date 

 

 

Employee Signature      Date
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Confidential Information & Conflict of Interest 

 
Confidentiality 

 
It is the policy of the Town of Alpine that employees of the Town of Alpine may not disclose, 

divulge, or make accessible confidential information belonging to, or obtained through their 

affiliation with the Town of Alpine to any person, including relatives, friends, and business and 

professional associates, other than to persons who have a legitimate need for such information 

and to whom the Town of Alpine has authorized disclosure.  

 

Employees shall use confidential information solely for the purpose of performing services as an 

employee for the Town of Alpine. This policy is not intended to prevent disclosure where 

disclosure is required by law. 

 

Employees, volunteers and contractors must exercise good judgment and care at all times to 

avoid unauthorized or improper disclosures of confidential information. Conversations in public 

places, such as restaurants, elevators, and public transportation, should be limited to matters that 

do not pertain to information of a sensitive or confidential nature. In addition, employees should 

be sensitive to the risk of inadvertent disclosure and should for example, refrain from leaving 

confidential information on desks or otherwise in plain view and refrain from the use of speaker 

phones to discuss confidential information if the conversation could be heard by unauthorized 

persons. 

 

Upon the termination of an employee's, volunteer's or contractor's relationship with the Town of 

Alpine, he or she shall return, at the request of the Town of Alpine, all documents, papers, and 

other materials, regardless of medium, which may contain or be derived from confidential 

information, in his or her possession. 

 

Conflict of Interest 
 

No employee may engage in any activity or enterprise which conflicts with his/her duties as an 

employee of the Town of Alpine or with the duties, functions, and responsibilities of the 

department in which he/she is employed. 

 

Anyone with a conflict of interest must provide 72 hours written advance notice of the conflict to 

the governing body. Failure to disclose a conflict of interest may be grounds for immediate 

dismissal. 
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Anti-discrimination & Harassment 

 
Equal Opportunity Policy 

 
The Town of Alpine provides equal opportunity in all of our employment practices to all 

qualified employees and applicants without regard to race, color, religion, gender, national 

origin, age, disability, marital status, military status or any other category protected by federal, 

state and local laws. This policy applies to all aspects of the employment relationship, including 

recruitment, hiring, compensation, promotion, transfer, disciplinary action, layoff, return from 

layoff, training, social, and recreational programs. All such employment decisions will be made 

without unlawful discrimination on any prohibited basis.  The Town of Alpine will make 

reasonable accommodations for disabled employees and prohibits discrimination based on 

disability in accordance with the Americans with Disability Act of 1990. 

 

It is also the Town of Alpine’s policy to comply with all applicable laws prohibiting 

discrimination in employment.  This includes Title VII of the Civil Rights Act of 1964, the Age 

Discrimination in Employment Act of 1967, the Equal Employment Opportunity Act of 1972, 

the Immigration Reform and Control Act of 1986, the American with Disabilities Act of 1990, 

and any other applicable federal, state, and local statutory provisions. 

 

Policy Prohibiting Harassment and Discrimination 

 
The Town of Alpine strives to maintain an environment free from discrimination and 

harassment, where employees treat each other with respect, dignity and courtesy. This policy 

applies to all phases of employment. 

 

Prohibited Behavior 
 

The Town of Alpine does not and will not tolerate any type of harassment of our employees or 

applicants for employment. Discriminatory conduct or conduct characterized as harassment as 

defined below is prohibited. 

 

The term harassment includes, but is not limited to epithets, derogatory comments, slurs, jokes, 

and other verbal or physical conduct relating to a person’s gender, ethnicity, race, color, creed, 

religion, sexual orientation, nation origin, age, disability, maternal status, military service status 

or any other protected classification that unreasonably interferes with a person’s work 

performance or creates an intimidating, hostile work environment. 

 

Sexually harassing behavior in particular includes unwelcome conduct us as: sexual advances, 

request for sexual favors, offensive touching, or other verbal or physical conduct of a sexual 

nature. Such conduct may constitute sexual harassment when it: 

 

• is made an explicit or implicit condition of employment 

• is used as the basis for employment decisions 

• unreasonably interferes with an individual’s work performance, or 
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• creates an intimidating, hostile or offensive working environment 

 

The types of conduct covered by this policy include demands or subtle pressure for sexual favors 

accompanied by promise of favorable job treatment or a threat concerning employment. 

 

Specifically, prohibited behavior includes sexual behavior such as: 

 

• repeated sexual flirtations, advances or propositions 

• continued and repeated verbal abuse of a sexual nature, sexually related comments and 

joking, graphic or degrading comments about an employee’s appearance or displaying 

sexually suggestive objectives or pictures including cartoons and vulgar email messages 

• any uninvited physical contact or touching, such as patting, pinching or repeated brushing 

against another’s body 

 

Harassment by Non-employees 
 

The Town of Alpine will also endeavor to protect employees, to the extent possible, from 

reported harassment by non-employees in the workplace. 

 

Complaint procedure and Investigation: 

An employee may select the procedure under which the harassment complaint will be filed. The 

varieties of ways which allow an employee to file such a complaint are due to the sensitivities 

associated with the conduct described as sexual harassment. 

 

Employees who wish to report a possible incident of sexual harassment or other unlawful 

harassment or discrimination should first notify the harasser if possible. If that person is not 

available, or you believe it would be inappropriate to contact the person, contact the mayor 

immediately or an elected official. 

 

The Town of Alpine will conduct a prompt investigation with as much confidentially as possible 

under the circumstances. Employees who raise concerns and make reports in good faith can do 

so without fear of reprisal; at the same time, employees have an obligation to cooperate with the 

Town of Alpine in enforcing the policy and investigating and remedying complaints. 

 

Any employee who becomes aware of possible sexual harassment or other illegal discrimination 

against others should promptly advise the mayor. 

 

Any employee that files a false complaint will be subject to appropriate disciplinary action up to 

and including termination. 

 

Anyone found to have been engaging in such wrongful behavior will be subject to appropriate 

discipline, up to and including termination. 
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Prohibition against Retaliation 
 

Any employee who files a complaint of sexual harassment or other discrimination in good faith 

will not be adversely affected in terms and conditions of employment and will not be retaliated 

against or discharged because of the complaint. In addition, we will not tolerate retaliation 

against any employee who, in good faith, cooperates in the investigation of the complaint. 

Anyone who engages in such retaliatory behavior will be subject to appropriate discipline, up to 

and including termination. 
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Employment Relationship 

Employee Privacy 

It is the Town of alpine’s goal to respect the individual privacy of its employees and at the same 

time maintain a safe and secure workplace. When issues of safety and security arise, you may be 

requested to cooperate with an investigation. The investigation may include the following 

procedures to safeguard the company and its employees: searches of personal belongings, searches 

of work areas, searches of private vehicles on company premises, medical examinations, and the 

like. Failure to cooperate with an investigation is grounds for termination. Providing false 

information during any investigation may lead to discipline, including termination. 

Employees are expected to make use of company facilities only for the business purposes of the 

company. Accordingly, materials that appear on company hardware or networks are presumed to 

be for business purposes, and all such materials are subject to review by the company at any time 

without notice to the employees. Employees do not have to have any expectation of privacy with 

respect to any material on company property. The Town of Alpine regularly monitors its 

communications systems and networks as allowed by law. Monitored activity may include voice, 

e-mail, and text communications, as well as Internet search and browsing history. Employees who 

make excessive use of the communications system for personal matters are subject to discipline. 

Employees are expected to keep personal communication to a minimum and to emergency 

situations. 

Video surveillance. As part of its security measures and to help ensure a safe workplace, The 

Town of Alpine may position video cameras to monitor various areas of its facilities. Video 

cameras will not be used in private areas, such as break rooms, restrooms, locker/dressing rooms, 

etc. Videotapes will not include an audio component. 

Privacy—Social Security Numbers 

Policy and Procedure Regarding Use and Disclosure of Social Security Numbers 

Purpose. This policy and procedure explains The Town of Alpine’s general standards and 

practices for how Social Security numbers are gathered, stored, disclosed, and ultimately disposed 

of. 

Policy. It is The Town of Alpine’s policy that Social Security numbers obtained from employees, 

vendors, contractors, customers, or others are confidential information.  

Social Security numbers will be obtained, retained, used, and disposed of only for legitimate 

business reasons and in accordance with the law and this policy. 

Procedure. Documents or other records containing employee Social Security numbers generally 

will be requested, obtained, or created only for legitimate business reasons consistent with this 

policy. For example, Social Security numbers may be requested from employees for tax reporting 
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purposes (i.e., Internal Revenue Service (IRS) Form W-4), for new hire reporting, or for purposes 

of enrollment in the company’s employee benefit plans. 

Retention and access to Social Security numbers. All records containing Social Security 

numbers (whether partial or complete) will be maintained in secure, confidential files with limited 

access. 

Unauthorized use/disclosure of Social Security numbers. Any employee who obtains, uses, or 

discloses Social Security numbers for unauthorized purposes or contrary to the requirements of 

this policy and procedure may be disciplined, up to and including discharge. The company will 

cooperate with government investigations of any person alleged to have obtained, used, or 

disclosed Social Security numbers for unlawful purposes. 

 

Employment Classification 

To determine eligibility for benefits and overtime status and to ensure compliance with federal and 

state laws and regulations, The Town of Alpine classifies its employees as shown below. The 

Town of Alpine may review or change employee classifications at any time. 

Exempt. Exempt employees are typically paid on a salary basis and are not eligible to receive 

overtime pay. 

Nonexempt. Nonexempt employees are paid on an hourly basis and are eligible to receive 

overtime pay for overtime hours worked. 

Regular, full time. Employees who are not in a temporary status and work an average of more 

than 30 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.  

Regular, part time. Employees who are not in a temporary status and who are regularly scheduled 

to work less than 30 hours weekly but at least 20 hours weekly and who maintain continuous 

employment status. Part-time employees may be eligible for some of the benefits offered by the 

company and are subject to the terms, conditions, and limitations of each benefits program.  

Temporary, 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. Temporary, full time employees are not eligible for benefits. 

Temporary, 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. 

Temporary, part time employees are not eligible for benefits. 

 

Workweek and Hours of Work 
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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 Monday – Thursday 9:00 a.m. to 5:00 p.m. and Friday 

9:00 a.m. to 12:00 p.m., with a 30-minute lunch break.  Individual work schedules may vary 

depending on the needs of each department.  

 

Meal and Rest Breaks 
Employees are entitled to a 30-minute unpaid meal break each day. Any nonexempt employee who 

finds it necessary to work through a meal break will be paid for the 30-minute period. Employees 

are also entitled to two 15-minute rest periods each day. Meal and rest breaks will be coordinated 

by the department supervisor. Rest breaks cannot be combined. Rest breaks cannot be utilized to 

leave early.    

 

Time Records  
All nonexempt employees are required to complete accurate weekly time reports showing all time 

actually worked. These records are required by governmental regulations and are used to calculate 

regular, and overtime pay. At the end of each week, you and your supervisor must sign the time 

sheet attesting to its correctness before forwarding it to the Mayor’s Office for approval.   

 

Overtime 
When required due to the needs of the business, you may be asked to work overtime. Overtime is 

hours worked in excess of 40 in a single workweek. Nonexempt employees will be paid overtime 

compensation at the rate of one and one-half their regular rate of pay for all hours over 40 worked 

in a single workweek. Paid leave, such as holiday, paid time off (PTO), bereavement time, and 

jury duty, does not apply toward work time. All overtime work must be approved in advance by a 

supervisor or the Mayor.  

Deductions from Pay/Safe Harbor Exempt Employees  

The Town of Alpine 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.  

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: 

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

• Deductions for employee benefits when authorized by the employee; 

• Absence from work for 1 or more full days for personal reasons other than sickness 

or disability;   

• 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;  

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

• Unpaid disciplinary suspensions of 1 or more full days imposed in good faith for 

workplace conduct rule infractions; and 

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

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 Treasurer’s Office. 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. 

 

 

Paychecks 
The Town of Alpine’s pays its employees bi-weekly on the Friday following the end of the pay 

period. If payday falls on a federal holiday, employees will receive their paycheck on the preceding 

workday. Paychecks are directly deposited into your checking and/or savings accounts.  

 

Access to Personnel Files 
Employee files are maintained by the HR department and are considered confidential. 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.  

 

Employment of Relatives and Domestic Partners 
Relatives and domestic partners may be hired by the company 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, 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.  

Current employees who marry each other or become involved in a domestic partnership will be 

permitted to continue employment with the company provided they don’t 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.   
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Voluntary Separation from Employment 
In all cases of voluntary resignation (one initiated by the 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.  

In most cases, the Town Council Personnel Liaison - Personnel Director will conduct an exit 

meeting on or before the last day of employment to collect all company property and to discuss 

final pay, which will include payment of accrued vacation not to exceed 160 hours. If applicable, 

information regarding benefits continuation through the Consolidated Omnibus Budget 

Reconciliation Act (COBRA) will be sent to the employee’s home address.   

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 company. 

Public Works Department Uniform Policy 

The purpose of this policy is to encourage all employees within the Public Works Department to 

wear a uniform while on duty to support a professional appearance, enhance safety, and promote 

team cohesion. 

1. Uniform Recommendation: 

All employees in the Public Works Department should wear the designated uniform 

during their scheduled work hours. Wearing the uniform in a clean, presentable, and 

professional manner is strongly encouraged. 

2. Uniform Components: 

The recommended uniform may consist of, but is not limited to: 

• Department-issued shirts or jackets (reflective or high-visibility as appropriate) 

• Safety gear (hard hats, gloves, etc., as needed for specific tasks) 

• Pants or shorts as designated by the department 

• Closed-toe, durable footwear 

Additional items may be suggested depending on the specific duties of the employee. 

3. Safety Considerations: 

Uniforms should meet all safety guidelines related to visibility, durability, and 

functionality for specific tasks. Employees are encouraged to wear uniforms that are in 

good condition and free from any defects that may affect safety or performance. 

4. Responsibility: 

Employees are responsible for maintaining their uniforms in good condition. The 

department will provide each employee with an initial uniform set and may provide 

replacements as needed. 

Non-Compliance: 

While uniform use is not mandatory, failure to wear appropriate clothing that meets safety 

standards or reflects professional expectations may result in guidance or corrective conversation 

to ensure workplace standards are met. 
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Conduct Standards 
 

The Town of Alpine Equipment and Vehicles 
 

When using the Town of Alpine property, including computer equipment or hardware, exercise 

care, perform required maintenance and follow all operating instructions, safety standards and 

guidelines. 

 

Notify the mayor if any equipment machines appear to be damaged, defective or in need of 

repair. This prompt reporting could prevent the equipment’s deterioration and could also help 

prevent injury to you or others. Should you have any questions about the maintenance and care 

of any workplace equipment, ask the mayor. 

 

If you use or operate equipment improperly, carelessly, negligently or unsafely, you may be 

disciplined or even discharged. In addition, you may be held financially responsible for any loss 

to the Town of Alpine resulting from such use.  

 

Seat Belts 

 

Drivers and passengers of Town of Alpine owned vehicles, equipment, or personal vehicles 

being used for official Town of Alpine business purposes, are required to have seat belts on and 

fastened whenever the vehicle or equipment is in motion.  The Town of Alpine prohibits non-

employees from being allowed in town owned vehicles or equipment.  Personal use of Town of 

Alpine owned vehicles or equipment is strictly prohibited. 

 

Computer, Email and Internet Usage 

 
The Town of Alpine recognizes that use of the Internet has many benefits for the Town of Alpine 

and its employees. The Internet and email make communication more efficient and effective. 

Therefore, employees are encouraged to use the Internet appropriately. 

 

Drug and Alcohol Policy 
 

The Town of Alpine strives to maintain a workplace free of drugs and alcohol and to discourage 

drug and alcohol abuse by its employees. Misuse of alcohol or drugs by employees can impair 

the ability of employees to perform their duties, as well as adversely affect our customers and 

customers’ confidence in our entity. 

 

Employees are prohibited from using or being under the influence of alcohol while performing 

company business for the Town of Alpine, while operating a motor vehicle or any machinery in 

the course of business or for any job-related purpose, or while on company premise or a 

worksite. 

 

Employees of the Town of Alpine are prohibited from using or being under the influence of 

illegal drugs while performing company business or while on a company facility or worksite. 
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You may not use, manufacture, distribute, purchase, transfer or possess an illegal drug while in 

any town facilities, while operating a motor vehicle for any job-related purpose of while on the 

job, or while performing company business. This policy does not prohibit the proper use of 

medication under the direction of a physician; however, misuse of such medications is 

prohibited.   

 

Employees who violate this policy may be disciplined or terminated, even for a first offense. 

Violations include refusal to consent to and comply with testing and search procedures as 

described. 

 

Searches 
 

The Town of Alpine may conduct searches for illegal drugs or alcohol on company facilities or 

worksites without prior notice to employees. Such searches may be conducted at any time. 

Employees are expected to cooperate fully. 

 

Searches of employees and their personal property may be conducted when there is reasonable 

suspicion to believe that the employee has violated this policy or when circumstances or 

workplace conditions justify such a search.  

 

An employee’s consent to search is required as a condition of employment and the employee’s 

refusal to consent may result in disciplinary action, including termination. 

 

Drug Testing 
 

The Town of Alpine retains the right to randomly test for alcohol and illegal drugs on all 

employees who are covered by and subject to this policy. The Town of Alpine may require a 

blood test, urinalysis, hair test or other drug or alcohol screening of employees suspected of 

using or being under the influence of drugs or alcohol, any incident causing damage to town 

equipment or vehicles or where other circumstances or workplace conditions justify such testing. 

The refusal to consent to testing may result in disciplinary action, including termination. 

 

Smoking Policy 
 

Smoking is prohibited inside the Town of Alpine facilities, although the Town of Alpine may 

designate a smoking area if there is adequate ventilation and physical barriers to ensure that 

nonsmokers are not subject to smoke byproducts.  No smoking is allowed in the Town of Alpine 

vehicles or equipment. 

 

All employees, clients and other visitors are expected to comply with this policy, and employees 

who violate it may be disciplined. 
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General Employment 
 

Employee Records 
 

The town shall maintain in the town clerk’s office one personnel file on each Town of Alpine 

employee. 

 

It is the employee’s responsibility to notify the clerk of any changes in name, address, telephone 

number, marital status, number of dependents, military status, beneficiaries or person to notify in 

case of an accident. 

 

Misrepresentation of any fact which you have provided information for your application, in your 

personnel file, or any other documents is sufficient reason for dismissal. Personnel records are 

the property of the Town of Alpine. Employees may review their files under supervision. 

 

 

Job Postings & Promotions  
 

The Town of Alpine has a job posting program to inform employees of available staff positions. 

Job vacancies will be filled whenever possible by promoting qualified employees from within 

the Town of Alpine 

 

To apply for a posted position, an employee must: 

• Have completed any mandatory introductory period at a satisfactory performance level; 

• Meet the minimum requirements for the position; and 

• Have not received written reprimand within the past 90 days; employees who have a 

verbal warning may also be prohibited from applying. 

 

Employees interested in applying for a posted position should submit a memorandum with an 

updated resume to the clerk indicating interest in the position. Qualified employees must inform 

the mayor that they have applied for the job. Candidates will be judged on individual 

performance, conduct, experience, and potential. Length of service, although considered, shall 

not be the sole determining factor in selecting candidates for promotion. 

 

The Town of Alpine has the discretion to fill job vacancies from outside if we consider that 

circumstances call for outside recruitment. 

 

Reference/Background Checks 
 

The Town of Alpine conducts reference and background checks on all new employees. 

Employees who have falsified information on their employment applications will be disciplined, 

up to and including termination. Applicants who have provided false information may be 

eliminated from further consideration for employment. 
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Termination, Resignation and Discharge 
 

Unless expressly prescribed by statute or contract, employment with the Town of Alpine is on an 

“at will” basis and may be terminated with or without cause or notice. Similarly, employees are 

free to resign their employment at any time. If at any time an employee elects to resign his or her 

employment with the Town of Alpine, at least two weeks notice, while not necessary, would be 

appreciated.  

 

Any employee who is discharged by the Town of Alpine shall be paid only wages accrued to the 

effective date of the separation and all vacation time that has been accrued up to but not to 

exceed 160 hours.  
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Safety and Emergency 
 

Safety and Accident Reporting 

 
The Town of Alpine is committed to maintaining a safe and healthy environment for all 

employees. Report all accidents, injuries, potential safety hazards, safety suggestions and health 

and safety related issues immediately to the mayor. If the nature of your accident is such that you 

are unable to contact the mayor immediately, you must do so at the earliest possible time 

available to you.  Seek help from outside emergency response agencies, if needed.    An accident 

form must also be filled out by you. The accident form is available in the Town of Alpine 

Accident Prevention and Safety Manual.  

 

You must complete an Employee’s Claim for Worker’s Compensation Benefits Form if you have 

an injury that requires medical attention. If your inquiry does not require medical attention, you 

must still complete a Supervisor and Employee Report of Accident Form in case medical 

treatment is later needed and to ensure that any existing safety hazards are corrected. You can 

obtain the required forms from the town clerk. 

 

A federal law, the Occupational Safety and Health Act, requires that we keep records of all 

illnesses and accidents that occur on the job. OSHA also provides for your right to know about 

any health hazards which might be present on the job. 

 

In addition, the state Workers’ Compensation Act also requires that you report all illness or 

injury caused by the workplace, no matter how slight. If you do not report an injury, you may 

jeopardize your right to collect workers’ compensation payments as well as health benefits. 

 

You can get the required reporting paperwork from the clerk.  

 

Security 
 

The Town of Alpine is committed to ensuring employees’ security. If you have a security 

concern, contact the mayor.   
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Employee Benefits 
 

Cobra 

 
If an employee leaves their position with the Town of Alpine and has had insurance through the 

Town of Alpine, the employee may be eligible for COBRA (Continuation Health Insurance 

Coverage).  This will be the responsibility of the employee to arrange with the Town of Alpine 

and the insurance company.   

 

Life Insurance 

 
With the employee health insurance there is also a life insurance rider.  Every eligible employee 

that has health insurance will also have life insurance.  

 

Medical Insurance 
 

The Town of Alpine may provide employee and family coverage in group medical including 

dental insurance to all eligible employees. There is an 80/20 split with the employees paying 

20% and the town paying 80% of the cost.  This will automatically be taken out of your 

paycheck each pay period as a payroll deduction.  All employees carried on leave without pay 

status, must bear the full cost of all benefits, thirty (30) calendar days after going on leave 

without pay status.  Full time employees must apply for medical insurance coverage within sixty 

(60) days of his or her hire date to comply with the Patient Protection and Affordable Care Act. 

 

Voluntary Short-Term Disability Insurance 
 

The Town of Alpine offers voluntary short-term disability (STD) insurance to eligible full-time 

employees. This benefit provides partial income replacement in the event of a non-work-related 

illness or injury that prevents the employee from working. Benefits begin after a 7-calendar-day 

waiting period and provide 60% of the employee’s base weekly earnings, with a maximum 

duration of 13 weeks per qualifying incident. Full policy terms, including limitations and 

conditions, are defined by the insurance provider. 

There is an 80/20 premium split, with the Town paying 80% and the employee paying 20%. The 

employee’s portion is deducted from each paycheck and will begin following the 90-day 

probationary period. Premiums are subject to annual adjustment based on insurer rates. 

Employees must enroll during the initial hire period or during annual open enrollment. Those 

who decline initially may be required to provide medical evidence of insurability to enroll later. 

Employees carried on leave without pay status must bear the full cost of all benefits after thirty 

(30) calendar days. Coverage ends on the last day of the month in which the employee separates 

from employment, reduces hours below eligibility, or otherwise ceases active employment. 

Continuation of coverage may be available under COBRA or applicable state continuation laws. 
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Retirement Savings Plan 
 

The Town of Alpine full-time and part-time hourly employees are eligible and provided with a 

retirement savings plan through the Wyoming State Retirement Plan.  Eligible employees are 

eligible for retirement savings commencing on his or her hire date.  WRS-1 Registration Forms 

are due to WRS within 10 business days of the employee's date of hire.  WRS-7 Notice of 

Termination Forms are due to WRS within 10 days of the employee's termination.  WRS-13 

Unpaid Leave of Absence Forms are also due to WRS within 10 days of approval of absence.  

The plan includes a provision for employee tax deferred compensation contributions.  The 

amount of contribution is based on the Wyoming Retirement System rate.  When applicable, all 

eligible employees must pay match established by the Wyoming State Retirement Plan.   

 

 In addition to the pension plans administered by Wyoming Retirement System (WRS) an 

employee may elect to participate in the WRS 457(b) Deferred Compensation Plan through a 

payroll deduction. As administrator of the 457 Plan, WRS assumes the role of amending the Plan 

Document which governs the Plan, pursuant to Section 457 of the Internal Revenue Code as well 

as applicable legislative changes. 

 

 

 

Travel & Expense 
 

Employees (full-time, part-time, elected officials, and appointed personnel) will be reimbursed 

for all reasonable and necessary expenses they incur while traveling on the Town of Alpine 

business. If you are going out of town for the sole purpose to purchase items for the town, your 

mileage will be reimbursed.  However, if you are conducting any personal matters and you 

decide to help the town with errands, you will not be reimbursed for mileage.  Only Town of 

Alpine vehicles and/or authorized equipment will be allowed to charge fuel at local gas stations 

and with town credit cards.  The Town of Alpine will reimburse an employee the rate for mileage 

established annually by the Internal Revenue Service; no more or no less.  The Town of Alpine 

will reimburse an employee for meals at the rate for per diem meals established annually by the 

Internal Revenue Service.  NO Alcoholic Beverages shall be reimbursable.  Receipts need to be 

kept and turned into the clerk/treasurer in order to be reimbursed.  Full and/or part-time 

employees will be paid for their regular time while at meetings or trainings for the town.  Elected 

officials will have motels paid, mileage and meals reimbursed at the rate for per diem meal and 

lodging established annually by the Internal Revenue Service.  The town reserves the right to 

adjust unreasonably high expenses.  If an employee takes a spouse or guest, the town will not be 

responsible for their expenses, nor will they be reimbursable.   

 

You must record all travel and business activities on the Town of Alpine Expense Report Form 

and submit it to the town clerk/treasurer for reimbursement. 
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Worker’s Compensation 

 
The Town of Alpine provides Workers Compensation Insurance to compensate for any illness or 

injury an employee might suffer while working on company premises, traveling on official 

company business, or attending an activity officially sponsored by the Town of Alpine. If you 

become ill or injured, please get medical attention at once.  You must also report the details to 

the mayor immediately. You must complete a report for every injury, no matter how small, to 

keep the coverage in force and to get any benefits or other compensation to which you may be 

entitled. 
 

The clerical staff of Clerk/Treasurer, Deputy Clerk, Court Clerk, Planning and Zoning Secretary 

and Administrative Assistant are covered by the Clerical Office Occupations designation.  

Wyoming Workers’ Compensation Rules & regulations defines “Clerical Office Occupations” as 

follows: Employees whose duties are confined to keeping the books and records of the business 

or who are engaged wholly in office work where such books and records are kept. Employees 

shall have a physical separation from exposure to the hazards associated with the business’ 

normal activities. Employees shall not have direct contact with, supervision of, or be involved in 

physical labor of, the employer’s operation, except, if incidental. Employees who qualify may 

include employees who work with financial or employee records, correspondence, or telephone 

duties. Employees qualifying for the clerical office occupation classification who perform any 

duties outside of the clerical office area or who perform duties which are not directly related to 

the performance duties inside the clerical office, become disqualified for the clerical office 

occupation classification for the reporting period when the non-clerical work is performed. The 

limited exceptions allowed are solely for the direct travel to and from a local post office, bank, or 

office supply store.   
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Holidays & Vacation 

 

Leave Policies 
 

Observed Holidays 
 

The Town of Alpine observes the following: 

 

New Year’s Day 

Martin Luther King Day 

President’s Day 

Memorial Day 

Juneteenth 

Independence Day 

Labor Day 

Columbus Day 

Veteran’s Day 

Thanksgiving 

Friday after Thanksgiving 

Christmas Eve Day 

Christmas Day 

 

Working on a Holiday 
 

Due to business needs, some employees may be required to work on observed holidays. The 

mayor will notify you if this may apply to you. If required to work on a town holiday, full-time 

hourly employees will be paid at straight time for the holiday in addition to the rate of one and 

one-half (1 ½) times their regular pay for the hours worked. 

 

Salaried exempt employees, if required to work on a town holiday, are entitled to an alternate 

day off with pay. 

 

Should the Town of Alpine holiday occur during your vacation, you may add an additional day 

either at the beginning or the end of the vacation period, with approval of your supervisor the 

mayor. 

 

Holidays that fall on a Saturday or Sunday but, are Observed on a Weekday 

 
Due to business needs, some employees may be required to work on a holiday that is observed 

on a weekday.  If required to work on the above dates when the holiday falls on a Saturday or 

Sunday, full-time hourly employees will be paid a rate of one and one-half (1 ½) times their 

regular pay for the hours worked. 
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Sick Leave 
 

Sick leave with pay shall be accumulated at the rate of eight (8) hours per month by full-time 

employees and year around part-time employees. No sick leave will be given to other part-time, 

temporary and seasonal employees.  Sick leave will begin to accrue upon the first full pay period 

worked; (1st to 15th of the month; or 16th through the end of the month). 

 

Full-time employees shall not be entitled to accumulate more than 480 hours of sick leave.  This 

is not paid upon departure of employment.  An employee may gift up to 120 hours of sick time to 

another employee(s) per year with the mayor’s approval. 

 

All eligible employees may receive sick days at the mayor’s discretion. 

 

If and whenever sick leave may appear to be abused, or when an employee consistently uses sick 

leave as it is earned, the Town of Alpine reserves the right to request a doctor’s certificate for 

any sick days requested. If such a certificate is requested and you cannot produce it, the absence 

may be considered unexcused, and you will not be paid for it. 

 

Employees who are unable to return to work due to illness or other related reasons shall be 

granted all accrued sick leave first then vacation leave.   

 

Vacation PTO – Paid Time Off 
 

The Town of Alpine provides paid vacations for eligible employees as follows: 

 

0 – 3 months    None       

3 months – 9 years   1 working day per month  

10 years – 20 years   1.5 working days per month  

20 years or more   2 working days per month  

 

Bi-weekly Accrual of PTO Leave for Non-Exempt Employees: 

 

 0 days - 5 years   4.615 Hours (3 weeks) 

5 years - 15 years   6.15 Hours (4 weeks) 

15 years plus    7.69 Hours (5 weeks) 

 

Accrual of PTO Leave for Exempt Employees: 

 

 0 days - 5 years   6.15 Hours (4 weeks) 

5 years - 15 years   7.69 Hours (5 weeks) 

15 years plus    9.23 Hours (6 weeks) 

 

PTO can be used for any reason, and it replaces vacation and sick leave. Vacation leave PTO 

shall accrue for full-time employees beginning on their 1st day of employment. Vacation accrual 

commences after 90 days of employment.  Employees may use PTO 90 days after hire date. PTO 

must be accrued prior to being used by an employee.  
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Prior Approval 
 

Because PTO will be used when an employee is sick, it may not always be possible to receive 

prior approval. When employees are sick it is required to notify their supervisor as soon as 

practical prior to the beginning of their regular workday if they are unable to work.  

 

If PTO is used for any scheduled or planned absence (scheduled and planned absences shall be 

defined as vacation, personal time, time off for appointments, or family leave exceeding 4 hours) 

employees must submit a Time Off Request Form to allow the employer to plan for the 

employee’s absence.  

 

The Town of Alpine reserves the right not to approve a vacation request if it will interfere with 

the Town of Alpine operations or adversely affect coverage of job and staff requirements. 

Whenever possible, employees’ request for vacation will be accommodated, but where 

scheduling conflicts arise, seniority will prevail.  ALL EMPLOYEES of the Town of Alpine 

will have to fill out a vacation request form and it will need to be signed by the mayor. NO 

VACATION shall be taken except in accordance with a schedule and approved in advance 

 

PTO Carry-over/Forfeited 

 
Eligible employees shall not be entitled to roll over more than 160 hours of vacation.  Accrued 

Vacation leave exceeding 160 at June 30 of each calendar year will be forfeited. Employees will 

not be entitled to pro rata payment of vacation time if they leave part way through the period.  

 

PTO may be carried into another calendar year with a maximum accrual of 160 hours of PTO 

time. Any accrued PTO exceeding the above limit will be forfeited at the end of the calendar 

year. 

 

During the last full payroll in May of each year, an employee that has accrued 80 or more hours 

of unused vacation time may elect to cash out up to 40 hours of unused vacation time at 50% of 

his/her wage rate.  

 

PTO Termination, Resignation, and Discharge 

 

Any employee who is terminated, resigns, or is discharged by the Town of Alpine shall be paid 

only wages accrued to the effective date of the separation and vacation PTO time that has been 

accrued up to but not to exceed 160 80 hours.  

 

An employee may not use PTO time to extend their employment at retirement.   

An employee may gift up to 120 hours of sick time to another employee(s) per year with the 

mayor’s approval. 
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Funeral Leave 
 

In the event of the death of a member of the immediate family (as used in W.S. 27-3-507 means 

a person who is related and is a spouse, parent, stepparent, parent-in-law, child, stepchild, child-

in-law, sibling, half-sibling, step-sibling, sibling-in-law, grandparent, or grandchild) each 

employee shall be entitled to three days leave with pay for funeral arrangements and attendance.  

At the discretion of the mayor, The employee may use sick leave PTO if an extension of time is 

needed.  The circumstances and the town workload will determine the duration of the extension.  

Proof of the death and or relationship may be requested by the mayor. 

 

Military Leave 
 

Pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), the 

Town of Alpine prohibits discrimination against persons because of their service in the Armed 

Forces, the Army National Guard and the Air force National Guard when engaged in active duty 

for training, inactive duty training, full-time National Guard duty, the commissioned corps of the 

Public Health Service, and any other category of persons designated by the President in time of 

war or emergency. 

 

Employees who are members of the U.S. Reserves or National Guard are entitled to 15 days of 

unpaid leave annually for military duty or training. 

 

If an employee is inducted or is recalled to active duty for a period of not more than four years, 

such leave will protect the employee’semployees’ service for the Town of Alpine.  Employees 

are required to notify the mayor immediately after receiving orders for active duty. 

 

Upon satisfactory completion of employee’semployees’ military service and timely notice of 

intent to return to work, the employee will be reinstated to a job comparable to the one left, 

provided employee is qualified and the Town of Alpine circumstances have not changed to the 

extent that it would be impossible or unreasonable to provide re-employment. 

 

Employees called to active duty will continue to have their participating medical/life insurance 

policy paidpaid for by the Town of Alpine for a period not to exceed 12 months. 

 

Time Off to Vote 
 

Employees are encouraged to vote outside of working hours. When this is not possible, full-time 

employees shall be granted paid leave not to exceed one hour in order to vote; such leave shall 

also be granted to part-time employees scheduled to work eight hours on that day. 

 

Jury Duty 
 

The Town of Alpine supports employees in fulfilling their civic responsibilities by serving jury 

duty when required. Employees shall not loose lose regular pay or leave accrual while serving on 

jury duty. Compensation for such leave shall be limited to the difference between the pay 
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received for this service and the employee’semployees’ regular pay. The employee shall provide 

proof of all compensation received to the clerk/treasurer. 

 

You must inform the Mayor Clerk/Treasurer and your supervisor as soon as possible after 

receiving a jury summons so that arrangements can be made to accommodate your absence. You 

will be expected to report for work during your service whenever the court schedule permits. 
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Paid Time Off (PTO) Leave Request Form 

 

Date of request: ______________    Employee name: _______________________  

  

Department: _________________ Job title: _____________________________ 

 

PTO (Vacation/Scheduled or Planned Absence) 

 

Start date: ________ End date: ________ Total hours: _______ 

 

Bereavement leave (Up to three days of paid leave due to a death in the immediate family is 

available.) 

 

Start date: ________ End date: ________ Total hours: ________ 

 

Jury duty leave (Up to five days of paid leave for jury service is available.) 

 

Start date: ________ End date: ________ Total hours: ________ 

 

This form should not be used to request leave under the Family and Medical Leave Act (FMLA) 

or to request leave as an accommodation under the Americans with Disabilities Act (ADA). 

Employees should consult with HR to request leave under the FMLA or ADA.  

 

 

________________________________________       __________________ 

Employee signature                                                       Date 

 

________________________________________       __________________ 

Supervisor signature                                                      Date 
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ACKNOWLEDGEMENT 
I have read and understand the policies. 

 

I understand that this manual represents only current policies and benefits, and that it does not 

create a contract of employment. The Town of Alpine retains the right to change these policies 

and benefits, as it deems advisable. 

 

Unless expressly prescribed by statute or contract, my employment is “at will”. I understand that 

I have the right to terminate my employment at any time, with or without cause, and that the 

Town of Alpine has the same right. I further understand that my status as an “at will” employee 

may not be changed except in writing and signed by the governing body. 

 

I understand that the information I come into contact with during my employment is proprietary 

to the Town of Alpine and accordingly, I agree to keep it confidential, which means I will not 

use it other than in the performance of my duties or disclose it to any person or entity outside the 

Town of Alpine. I understand that I must comply with all of the provisions of the Manual to have 

access to and use the Town of Alpine resources. I also understand that if I do not comply with all 

provisions of the Manual, my access to the Town of Alpine resources may be revoked, and I may 

be subject to disciplinary action up to and including discharge. 

 

I further understand that I am obligated to familiarize myself with the Town of Alpine’s safety, 

health, and emergency procedures as outlined in this Manual or in other documents. 

 

 

 

     

Signature of Employee     Date 
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