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State of Wyoming Proposed Personnel Rules 

 

Statement of Principal Reasons 

 

Amended Personnel Rules of the Executive Branch of Wyoming State Government 

 

To Be Filed As Amended Rules 

 

The Human Resources Division of the Department of Administration and Information proposes 

to amend Chapters 1, 2, 7, 8, 9, 10, 11, 12, 14, 15, 16 and Appendix A and to repeal Chapters 3, 

4, 5, 6, 13, 17, and 18 of the State of Wyoming Personnel Rules to streamline and reduce its rules 

in accordance with Governor Mead’s directive.  Throughout the rules, provisions that are 

redundant of statute or policy are deleted, references to section and chapter numbers have been 

amended, and formatting changes have been made for consistency and uniformity.  

 

 Chapter 1, General Provisions, is amended as follows:  

 

 Section 1 is amended to clarify that when the term “Human Resources Division 

and Human Resources Administrator” is used in these rules, it means the 

Department of Administration and Information Human Resources Division and 

the Department of Administration and Information Human Resources Division 

Administrator.  

 

 Section 3 is amended to clarify that approval from the Human Resources Division 

means prior written approval.  

 

 Section 7 is amended to require agency heads to notify employees that they must 

abide by the terms of the State of Wyoming Anti-Discrimination Policy as a 

condition of employment. In addition, this section is amended to correct the 

agency name from Employment to Workforce Services.  

 

 Section 11(d) is added to authorize the transfer of an employee’s personnel file 

from one agency to another in the event the employee transfers from one agency 

to another.  

 

 Section 20 is added to set forth the traditional hours of work and the availability 

of alternative work schedules and teleworking.  

 

 Chapter 2, Recruitment, is amended to set forth the processes for recruitment through 

hiring. Relevant provisions from Chapter 3, Application for Employment, Chapter 4, 

Examinations, Chapter 5, Applicant Pool, and Chapter 6, Candidacy and Appointment, have 

been incorporated into Chapter 2.  

 

 Chapter 3, Application for Employment, is repealed. Relevant provisions from this 

chapter have been incorporated into Chapter 2.  
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 Chapter 4, Examinations, is repealed. Relevant provisions from this chapter have been 

incorporated into Chapter 2.  

 

 Chapter 5, Applicant Pool, is repealed. Relevant provisions from this chapter have been 

incorporated into Chapter 2.   

 

 Chapter 6, Candidacy and Appointment, is repealed. Relevant provisions from this 

chapter have been incorporated into Chapter 2. 

 

Chapter 7, Position Control, is renumbered to Chapter 3, and amended as follows: 

 

 Section 2(d) is amended to clarify that falsification of a job content questionnaire 

is grounds for discipline up to and including dismissal.  

 

 Section 3(a)(i) is added to notify agencies they should assign tasks to existing 

positions of similar content to reduce possibly reclassifying a position higher than 

the position is budgeted.  

 

 Section 4(c) is added to require positions subject to a reduction in force be 

removed from the agencies’ authorized list.  

 

 Chapter 8, Position Classification, is renumbered to Chapter 4, and amended as follows:  

 

 Sections 2 and 6 are amended to change language from “qualifications” to 

“requirements” as it pertains to the minimum requirements of a classification.  

 

 Section 5(b)(iii)(B)(I) is amended to correct the titles of the positions that 

comprise the classification review panel, as the Human Resource Division was 

reorganized in 2009 and the sections of classification and compensation and 

selection and recruitment were combined into one section, which is now called 

the Agency Services Unit.  

 

 Chapter 9, Compensation, is renumbered to Chapter 5, and amended to consistently 

reference the State of Wyoming Compensation Policy and to repeal provisions that are redundant 

of state statute and the State of Wyoming Compensation Policy. 

 

 Chapter 10, Leave, is renumbered to Chapter 6, and amended as follows:  

 

 Subsection 1(b)(iii) is added to limit reinstatement of service credits for 

employees returning to state employment to a one-time occurrence.  

 

 

 Sections 2(e)(i) and (ii) are amended to require an employee to maintain an 

accrued minimum balance of eighty (80) hours of sick leave to donate to another 

employee, including family members.  
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 Section 2(f) is deleted because there is no mechanism to transfer actual funds 

between participating entities.  

 

 Section 4 is amended to limit holiday leave to eight (8) hours per holiday.  

 

 Section 4(c)(iii) is amended to allow an employee to elect to receive of time off as 

regular pay as sometimes they are unable to take the required day off as specified 

in the rules due to staff shortages or scheduling conflicts for operations that work 

24/7/365.  

 

 Section 10(c) is amended to prohibit probationary employees from being granted 

educational leave.  

 

 Section 14(b) is amended to clarify that employees furloughed for lack of funding 

shall be on leave without pay and shall not use any accrued paid leave during the 

furlough period.  

 

 Section 16 is amended to delete language provided in federal law. Under the 

Family and Medical Leave Act, there are a few instances where an employer has 

options in administering the Act. The provisions establishing the state’s option in 

those instances have been retained. Specifically, we require an employee to 

substitute accrued paid leave for unpaid leave, and the FMLA period begins when 

leave is first used going forward twelve (12) months.  

 

 Chapter 11, Discipline for Permanent Employees, is renumbered to Chapter 7 and 

amended as follows:  

 

 Section 2 is amended to allow any level of agency management to suspend or 

dismiss an employee without prior discipline for “conduct of any type which 

agency management considers serious”.  This amendment clarifies that agency 

management has discretion to determine what behavior warrants immediate 

suspension or dismissal.  

 

 Section 3(c) is amended to clarify the process for dismissals due to employee 

conduct/incapacity and dismissal subsequent to a fitness for duty evaluation.  

 

 The language in Section 3(c)(iv) is moved to its own section, Section 4(a), to 

ensure the procedural requirements of the entire chapter are complied with, not 

just Section 3. 

  

 

 Chapter 12, Grievances and Appeals for Permanent Employees, is renumbered to Chapter 

8 and amended as follows: 

 

 Section 1 is amended to remove unnecessary language. 
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 Section 2 is amended to remove unnecessary language and to remove provisions 

referencing the Grievance Committee and presiding officer for personnel appeal 

hearings.  The Human Resources Division proposes to remove the Grievance 

Committee as it has proven to be inefficient.  The employee maintains the right to 

request a personnel appeal hearing for specified grievances.  All personnel appeal 

hearings are currently heard by the Office of Administrative Hearings (OAH).   

 

 Section 3 is amended to clarify what constitutes a “grievance” and what does not. 

 

 Section 4 on compliance with procedures was incorporated into Section 2 and 

eliminated. 

 

 Section 5 was renumbered to Section 4 and amended to shorten the time periods 

in the grievance procedure and to remove the Grievance Committee hearings from 

the grievance procedure.  Added language for the HRD Administrator to forward 

any agency head decision which involves allegations concerning violations of a 

statute, rule, executive order or policy to the Governor’s office for investigation in 

accordance with Executive Order 1997-4. 

 

 Section 6 was eliminated and incorporated into the new section 5. 

 

 Section 7 was renumbered Section 5 and amended to provide an opportunity and 

time periods to appeal an agency head decision related to dismissal, involuntary 

reduction in force, involuntary reassignments due to unsatisfactory work 

performance, and final grievance decisions  concerning disciplinary suspensions.   

 

 Proposed section 6 Added to incorporate by reference the Office of 

Administrative Hearing’s rules on contested cases. 

 

 Proposed Section 7 is added to authorize the consolidation of multiple actions for 

efficiency purposes. 

 

 Chapter 13, Dismissal of Non-Permanent Employees, is repealed. The only provision 

from this chapter has been incorporated into proposed Chapter 11.  

 

 Chapter 14, Performance Management, is renumbered to Chapter 9, and amended as 

follows:   

 

 Section 2 is amended to add the word “employee” to the different types of 

employees who are not required to be evaluated.  

 

 Section 3 is amended to refer to the personnel rules consistently as the State of 

Wyoming Personnel Rules.  
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 Section 4 is amended to remove the statement relating to probationary employees 

being at-will employees as this language is already provided in the definition of 

“probationary employee” in Appendix A. Also removed the length of time for the 

probationary period, as this is already provided in Chapter 2.  

 

 Section 5 is amended to remove language referring to prior years.  

 

 Section 6 is amended to remove any exceptions to the evaluation date as the 

electronic system has defined opening dates and closing dates which once an 

evaluation period is closed it cannot be reopened.  

 

 Section 7 is amended to clarify who may be an evaluator and define the 

responsibilities of the evaluator, including the penalties for failure of an evaluator 

to complete their assigned evaluations.  

 

 Section 8 is deleted and the incorporated into Section 7. Proposed Section 8 is 

added to set forth the employee responsibilities including acknowledging having 

an evaluation, signing the evaluation, and the consequences of not signing the 

evaluation form.  

 

 Section 9 is deleted because this part of the process is included in the instructions 

provided in the trainings and manuals. Proposed Section 9 defines the 

responsibilities of all individuals involved in the performance management.  

 

 Section 10 is deleted because this part of the process is included in the 

instructions provided in the trainings and manuals.  

 

 Section 11 is deleted and incorporated into Section 7. 

 

 Section 12 is renumbered to Section 10 and amended to clarify the timing of 

Performance Improvement Plans and to remove references to “ratings of 

“improvement/growth necessary” because only an “unsatisfactory” rating requires 

a Performance Improvement Plan.  The amendments also set forth the procedure 

for handling a change in evaluator during the Performance Improvement Plan 

period.  

 

 Section 13 is renumbered to Section 11 and amended to remove the authority to 

waive the time period because the electronic system is designed for one common 

date which cannot be changed.  

 

 Section 14 is renumbered to Section 12 and amended to clarify that the appeal 

process is only for the rating of unsatisfactory and not for issues related to 

procedural compliance. The amendments also add language clarifying that if an 

evaluator is the agency head, the appeal can go to the Human Resource 

Administrator as the second step in the process. 
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 Chapter 15, Service and Recognition Awards, is renumbered to Chapter 10 and amended 

to establish procedures an agency is required to follow when providing a recognition award to an 

employee and to identify recognition awards that are acceptable and those that are prohibited.  

 

 Chapter 16, Separation, is renumbered to Chapter 11 and amended as follows: 

 

 Combined three (3) chapters dealing with separation of employees into one 

chapter. Relevant provisions from Chapter 13, Dismissal of Non-Permanent 

Employees, Chapter 16, Separation, and Chapter 17, Reduction in Force, have 

been incorporated into this chapter. 

 

 Chapter 17, Reduction in Force, is repealed and incorporated into the new Chapter 

11. 

 

 Chapter 18, Alternative Work Schedules, is repealed and the work schedules and 

ability for alternative or variable work schedules is incorporated into Chapter 1.  

The Human Resources Division has Flexible Personnel Policies outlining 

different alternative work schedule options. 

  

 Appendix A. Definitions.  Is amended as follows: 

 

 Added clarifying language to identify the definitions apply to the State of 

Wyoming Personnel Rules and any policy and interpretation related to personnel 

matters.  

 

 49. Holiday Premium, Exempt employees. Removed the words “official state” as 

the only time an employee should receive additional compensation or leave is 

when they actually work on the actual holiday listed in Chapter 5 of the rules.  

 

 50. Holiday Premium, Non-Exempt employees. Removed the words “official 

state” as the only time an employee should receive additional compensation or 

leave is when they actually work on the actual holiday listed in Chapter 5 of the 

rules. 

 

 73. Performance Improvement Plan. Made the definition consistent with that in 

the Chapter 9, Performance Management. 

 

 78. Probationary Appointment. Made the definition consistent throughout the 

rules, by defining the length of time of the probationary appointment.  

 

 80. Probationary Period. Made the definition consistent throughout the rules, by 

defining the length of time of the probationary period.  

 

 88. Reduction in Force. Made the definition consistent throughout the rules.  

 



7 
 

 99. Intern Appointment. Removed the word “student” as some appointments may 

be individuals who are not current students in an educational setting.  

 

 108. Time-Limited Employee. Removed this term as “time-limited” refers to the 

type of a position and is not an employment status. Temporary employee is the 

correct term to use when referring to an employment status of an employee. 

 

 Renumbered the remaining definitions. 
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