
           

AGENDA
CITY OF SHERIDAN
NOVEMBER 13, 2023

STUDY SESSION COUNCIL MEETING START 5:30 P.M.
           

1. Discussion of PL-23-29, Resolution 59-23, The Villages Phase 1 Minor Subdivision - Public Works
Director Hanns Mercer

 

2. Discussion of PL-23-34, Resolution 53-23, Wrench Ranch Properties Revised Master Plan - Public Works
Director Hanns Mercer

 

3. Discussion of PL-23-37, Resolution 60-23, Mortenson Minor Subdivision - Public Works Director Hanns
Mercer

 

4. Discussion of PL-23-42, Ordinance 2273, Rezone of 2530 and 2580 Dry Ranch Rd - Public Works
Director Hanns Mercer

 

5. Discussion of Bid Award to Wayne Coleman Construction, Inc. for the 2023 Crushing Project in the
Amount of $59,307 - City Engineer Thomas Morneau

 

6. Discussion of Drug and Alcohol Plan Updates - Human Resources Director Heather Doke and City
Attorney Brendon Kerns

 

7. Discussion of Employee Handbook Updates - City Administrator Stu McRae, Human Resources Director
Heather Doke and City Attorney Brendon Kerns

 

8. Discussion of Retention and Recognition Incentive - Human Resources Director Heather Doke 
 



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Discussion of PL-23-29, Resolution 59-23, The Villages Phase 1 Minor Subdivision - Public Works
Director Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 10/25/2023

Recommendation:
Staff awaiting recommendation from the Planning Commission regarding PL-23-29, a final plat application
submitted by Tad Rosenlund, PELS, Civil Engineer & Land Surveyor for DOWL (the "Applicant"), on behalf of a
property owner, Stonemill Properties, LLC (the "Owner" or "Developer") to establish a Phase 1 Minor Subdivision
on 179.27 acres, creating five tracts.

Background:
The Applicant is requesting to subdivide 179.27 acres into five tracts.  The proposed minor subdivision is located
between WY Hwy 338 (Decker Road) and I-90, north of Exit 20. (PINs 56870910000100 and 56840440000300). 
This plat includes the re-subdivision of Tract 1, Wrench Ranch Phase Two.

Discussion:
Development Agreement
An agreement between the City of Sheridan and the Owner has been created to ensure that certain subdivision
requirements are fulfilled before prior subdivision or development on the created tracts. The original parcels are
included in the Wrench Ranch Phase Two Master Plan, and The Villages – Phase 1 is subject to the Master Plan
agreements. An amended Master Plan is expected, to which The Villages – Phase 1 will remain subject.

Public improvements provided by the Developer for the subdivision shall include site grading and drainage
improvements as necessary for the construction of a new access to Tracts 4 and 5. Access to Tracts 4 and 5 off
Decker Road is pending approval from WYDOT (Decker Road is a WYDOT-maintained highway); the access
easement created for Tracts 4 and 5 will be vacated in a future subdivision development phase. The Developer will
also provide financial assurances for public improvements, including a 10% contingency fee.

Sidewalks installed in the subdivision will conceptually follow the sidewalk and pathway network outlined in the
Wrench Ranch Phase Two Master Plan. Sheridan Subdivision Regulations require installation of sidewalks;
however, because this subdivision is not intended to facilitate land development yet, the Developer will be
permitted to delay such projects until development requiring a Certificate of Occupancy is proposed.

The Development Agreement will be signed and recorded in conjunction with the final plat mylar signing and
recording.



Development Specifics

Lot Sizes 
Outlot/Tract Size (acres)
Tract 1 145.57
Tract 2 10.00
Tract 3 13.96
Tract 4 5.00
Tract 5 4.73

Proposed Lot Uses
There are no proposed lot uses at this time. The Wrench Ranch Phase Two Master Plan designates the area for
mixed-use development: residential, commercial, and retail activities will be incorporated into the development
plans for the minor subdivision area.

Roadways
There are no roadways proposed at this time in the subdivision. Tracts 4 and 5 will utilize a shared access off
Decker Road until further subdivision occurs.

Easements
The shared access that will serve Tracts 4 and 5 is a 66’ wide access and utility easement. This easement extends
60’ west from the edge of the Decker Road right-of-way. Additionally, 15’ wide utility easements will be
designated along the south boundary line of Tract 4 and the north boundary line of Tract 5. Unlike the access
easement, these utility easements are not designated for removal during a future replat process.

A pre-existing 30’ waterline easement will remain in its originally designated location, running through the west
portion of the newly-created Tract 1.

Pedestrian Access
Sidewalks installed in the subdivision will conceptually follow the sidewalk and pathway network outlined in the
Wrench Ranch Phase Two Master Plan. Sheridan Subdivision Regulations require installation of sidewalks;
however, because this subdivision is not intended to facilitate land development yet, the Developer will be
permitted to delay such projects until development requiring a Certificate of Occupancy is proposed.

At present, sidewalks are installed along Decker Road from the I-90 interchange to a point mid-way across Tract 5’s
shared border with the Decker Road right-of-way.

Sewer Improvements
No sewer improvements are proposed for the subdivision at this time. Future development proposals will be
required to install sewer improvements.

Open Space and Landscaping
The Wrench Ranch Master Plan includes several recommendations for placement of public open spaces and parks
in the area of The Villages – Phase 1 Minor Subdivision. Open space and landscaping requirements will be
addressed more specifically during future subdivision and development application processes.
Staff sent out 27 nearest neighbor notifications to property owners within 300 feet as part of this application. In
addition, notifications were advertised in the press and a sign posted on the property. Staff has not received any
inquiries.
Staff has no further comments at this time.

Attachments
Aerial 
Resolution 59-23 



Resolution 59-23 
Final Plat 
Development Agreement 
SCSD2 Agreement 





CITY OF SHERIDAN 
RESOLUTION 59-23  

A RESOLUTION approving PL-23-29, the final plat of The Villages Phase 1 Minor Subdivision, dividing 

179.27 acres from unplatted land and 1 tract into 5 tracts. Zoned Gateway District/Master Plan. Located 

at 1150 Dovetail Lane. 

WHEREAS, the plat of The Villages Phase 1 Minor Subdivision, has been reviewed for consistency with 

Appendix B (Subdivision Regulations) and other applicable City code; and 

 WHEREAS, all applicable requirements for a final plat, have been met and all documents meet the 

applicable requirements in Appendix B (Subdivision Regulations). 

Be it resolved by the City of Sheridan Governing Body: 

That the final plat of The Villages Phase 1 Minor Subdivision, dividing 179.27 acres from unplatted land 

and 1 tract into 5 tracts. Zoned Gateway District/Master Plan. Located at 1150 Dovetail Lane. 

In approving The Villages Phase 1 Minor Subdivision, the  City of Sheridan Governing Body finds the 

following as required by Sheridan City Code Appendix B §202: 

 A.      The property is already within the corporate limits of the City and requires no further 

action as pertains to annexation. 

 B.      The lots as platted conform to the requirements of the City Zoning Ordinance with the 

exception of the variances granted. 

 C.      The subdivision falls outside of the Airport Influence Area. 

 D.     As concluded by City Public Works staff, there is adequate long-term water supply to serve 

this subdivision as of the time of this resolution. 

PASSED, APPROVED, AND ADOPTED this 20th of November 2023. 

_______________________________ 

Richard Bridger, Mayor 

ATTEST: 

 ____________________________ 

Cecilia Good, City Clerk 
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The Villages Phase I Development Agreement  1 

Development Agreement for  
The Villages - Phase 1 Minor Subdivision 

 
This agreement is made and entered into as of this ______day of _____________, 2023, by and between the City of 
Sheridan, a municipal Corporation in the State of Wyoming, hereinafter known as the “City”, and StoneMill 
Properties, LLC, hereinafter known as the “Developer”. The City and Developer for their mutual benefit and 
consideration agree to the terms and conditions as listed herein for the development of The Villages – Phase 1 Minor 
Subdivision: 
  
Section 1.  GENERAL CONDITIONS 
 

A. The terms of this agreement shall be binding on all heirs, successors, and assigns of the Developer. In 
the event of a transfer of all or any portion of the property, the Developer shall be relieved of any and all 
obligations with respect to the transferred property upon the successor’s written acceptance of this 
development agreement and providing financial assurance as required by City Code. The City’s 
allowance of transfer or assignment of this agreement shall not be unreasonably withheld. 

 
B. The development of The Villages – Phase 1 Minor Subdivision is subject to the requirements in Appendix 

B (Subdivisions) of the Sheridan City Code, as well as adopted City of Sheridan Standards for Street and 
Utility Construction which are incorporated herein. 

 
C. Public improvements provided by the Developer for The Villages – Phase 1 Minor Subdivision shall 

consist of the following as per plans and specifications approved by the City Engineer: 
 

● Site Grading 
● Drainage Improvements as necessary for the construction of a new access to Tracts 4 and 5 

 
D. The Developer shall provide financial assurances for public improvements pursuant to and in 

conformance with Sheridan City Code, Appendix B., Sections 701 and 702, including 10% contingency 
fee.  Financial assurances shall cover the following costs established by the Engineer’s Opinion of 
Probable Construction Cost for Public Improvements provided: 
 

1. Public Infrastructure Improvements as provided in Section C above, plus 10% contingency  
 

The financial assurances shall have appropriate amounts released upon verification by the City Engineer 
of completion of each portion of infrastructure or phase of development.   

 
E. Developer shall provide test results, inspection reports and suitable as-built drawings, certified by a 

registered professional engineer, verifying satisfactory completion for roadway improvements. 
 

F. Developer shall provide an access for Tracts 4 and 5 off Decker Road pending approval from WYDOT and 
initially have it as an easement until a future phase. The access road will be completely built on a future 
Phase of the Villages to meet the City Street and Master Plan requirements. The immediate access to 
Tracts 4 and 5 will be a gravel approach until utilities are installed and either the Owners of the Tracts 
opt to develop the approach to City Standards or the future Phase of the Villages does.   

 
G. Placement of ancillary utilities and services in platted easements, including but not limited to 

telecommunication, cable television, gas, electricity, and telephone service, will be coordinated with the 
installation of water and sewer service lines and sidewalks to avoid interference with, or damage to, any 
service or utility properly installed in a platted easement.  The Developer shall be responsible for repairs 
to any City utilities for which lack of coordination led to damage. 

 
H. Any pedestrian pathway or sidewalk disturbed by building construction or installation of utilities for The 

Villages – Phase 1 Minor Subdivision shall be restored by the Developer to at least its condition prior to 
the damage caused by the building construction or installation of utilities for the Villages Subdivision. 

 
I. Sidewalks installed in The Villages – Phase 1 Minor Subdivision shall conceptually follow the sidewalk 

and pathway network outlined in the updated Master Plan. Future sidewalk will be installed in a public 
right-of-way or easement. 

 
J. Building permits will be issued as per the requirements of the Building Department and Appendix B, 

Section 707 of Sheridan City Code. 

 
K. The corresponding portion of sidewalk will be installed in the Tract applying for certificate of occupancy, 

per the conceptual plan referenced in subsection “I” above by the Developer or its successor(s) prior to 
the issuance of a Certificate of Occupancy. 

 
Section 2.  COMPLIANCE WITH TERMS AND CONDITIONS 
 
The Developer agrees to comply with the terms of this Agreement, including all deadlines, contained in Section 1.  
Should the Developer fail to comply with any of the conditions in Section 1 of this Agreement, the City will send a 
letter to the Developer listing the conditions for which the Villages Subdivision is not compliant.  The City reserves the 



 

 
The Villages Phase I Development Agreement  2 

right to withhold any future development approvals for the Villages Subdivision, and pursue any other enforcement 
means available under Sheridan City Code and state statute, if the Developer does not propose appropriate remedies 
which are reasonably acceptable to the City to eliminate the non-compliance(s) within three (3) weeks of the date of 
the letter of non-compliance. 
 
Section 3.  EFFECTIVE DATE 
 
This Agreement shall be effective upon the date listed in the first paragraph on page 1. 
 
Section 4. TERMINATION 
 
This Agreement may be amended, revised, or terminated only by the mutual consent of both parties.   
 
Section 5.  SEVERABILITY     
 
If any provision or portion of this agreement is declared by any court of competent jurisdiction to be void, 
unconstitutional, or unenforceable, then all remaining provisions and portions of this agreement shall remain in full 
force and effect. 
 
Section 6.  GOVERNMENTAL IMMUNITY 
 
Nothing in this Agreement shall in any way be deemed a waiver of any of the requirements or immunities provided by 
the Wyoming Governmental Claims Act. 
 
IN WITNESS WHEREOF, the parties execute this agreement as of the date set forth above. 
 
For the City of Sheridan:    For the Developers: 
 
 
____________________    ____________________ 
Richard Bridger     StoneMill Properties, LLC  
Mayor          By: (Authorized Agent)     
 
 
                                                                             
 
 
        
Attest:        
       The above and foregoing Agreement was  
                         Subscribed, Sworn to, and Acknowledged 

before me by _____________ this_____ day of 
_________________, 2023. 

       My commission expires_____________ 
____________________ 
City Clerk      ______________________   
       Notary Public   







CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Discussion of PL-23-34, Resolution 53-23, Wrench Ranch Properties Revised Master Plan - Public
Works Director Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 09/07/2023

Recommendation:
Staff awaiting recommendation from the Planning Commission regarding approval of PL-23-34, Resolution 53-23,
Wrench Ranch Properties Revised Master Plan, Phase Two, lots 2 & 3 of the Eagle View Subdivision amendments. 
The applicant, John E Rice & Sons, Inc., is requesting a revision of the Wrench Ranch Master Plan from Mixed Use
area to Light Industrial area for lots 2 & 3 of the Eagle View Subdivision zoned Gateway Master Plan.  Located at
4200 Yellowtail Dr. (PIN 56840920000400).

Background:
The applicant, John E. Rice & Sons, Inc., is requesting to amend the Wrench Ranch Properties Master Plan Phase
II for a change of use from Mixed-Use to a Light-Industrial for lots 2 & 3 of the Eagle View Subdivision. 
The property is listed as lots 2 & 3 of the Eagle View Subdivision, Wrench Ranch Properties Master Plan Phase II. 
The zoning is Gateway/Master Plan.  The current Master Plan has lots 2 & 3 of the Eagle View Subdivision zoned
as mixed use.  The Wrench Ranch Properties Revised Master Plan - Phase Two - lots 2 & 3 of the Eagle View
Subdivision amendments will change the planning area for lots 2 & 3 of the Eagle View Subdivision from
mixed-use to light industrial.  The light industrial use for this amendment will be based on the light industrial
planning area from the Wrench Ranch Properties Master Plan - Phase 1. 
The surrounding properties to the north, south, and east are zoned Gateway/Master Plan and from the Master Plan
are zoned mixed use and commercial.  The properties to the west are zoned HE-Higher Education and R-3
Residential District.  

Discussion:
Staff sent out 11 nearest neighbor notifications to property owners within 300 feet as part of this application.  In
addition, notifications were advertised in the press and a sign posted on the property.  Staff has not received any
inquiries.

Staff has no further comments at this time.

Attachments
Resolution 53-23 
Aerial 
Amended Master Plan 





CITY OF SHERIDAN
RESOLUTION 53-23

A RESOLUTION approving PL-23-34, the Wrench Ranch Properties Revised Master Plan
Phase II, to amend the Wrench Ranch Properties Master Plan Phase II for a change of
use from Mixed-Use to a Light-Industrial Planning area and for Parcel 4.

WHEREAS, all applicable requirements for a master plan amendment have been met and
all documents meet the applicable requirements in Appendix A, Section 16 of the
Sheridan Municipal Code regarding changes and amendments to master planned
developments.

Now, therefore, be it resolved by the City Council Governing Body:

That the Wrench Ranch Properties Revised Master Plan Phase II, to amend the Wrench
Ranch Properties Master Plan Phase II for a change of use from Mixed-Use to a
Light-Industrial Planning area and for Parcel 4.

PASSED, APPROVED, AND ADOPTED this 2nd day of October 2023.

_______________________________
Richard Bridger, Mayor

ATTEST:

____________________________
Cecilia Good, City Clerk

State of Wyoming 
SS

County of Sheridan

Subscribed and sworn to (or affirmed) before me this ________day of

 _________________, 2023 by ___________________________.

_____________________________ 
            Notary Public 

My commission expires _________________.











CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Discussion of PL-23-37, Resolution 60-23, Mortenson Minor Subdivision - Public Works Director
Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 10/25/2023

Recommendation:
Staff awaiting recommendation from the Planning Commission regarding PL-23-37, Resolution 60-23, Mortenson
Minor Subdivison.  The applicant, Blake Mortenson, is requesting to subdivide 2.16 acres from 1 lot into 2 lots. 
Zoned M-1 Industrial District.  Located at 1759 Commercial Ave (PIN 56843545801925).

Background:
The applicant, Blake Mortenson, is requesting to subdivide 2.16 acres from 1 lot into 2 lots.  Zoned M-1 Industrial
District.  Located at 1759 Commercial Ave (PIN 56843545801925).

The property is listed as Lot 19 of the Sheridan Commercial Park Subdivision.  The zoning is M-1 Industrial
District.

Variance being requested for the following: 

Access to a publicly dedicated street shall consist of frontage of at least 25 feet per city code - Appendix
B-Article 5 - 505(C)(5) 

Lot 2 - 20'

The surrounding properties are commercial and industrial properties zoned M-1 per City zoning.  The applicant is
proposing to subdivide Lot 19 into 2 lots.  The applicant is proposing the following lot sizes: 

Lot 1 - 0.70 Acres
Lot 2 - 1.46 Acres

Discussion:
Prior to approving the final plat, the City Council will need to make the following findings per Sheridan City Code
Appendix B §202, staff offers the following comments on the required findings:
   
The City shall not approve any proposed subdivision of land which, by itself, or as a part of a larger tract, is
contiguous to or completely surrounded by the boundaries of the City, unless the application is accompanied by a
properly-acknowledged petition for annexation to the City. 
   
This property falls completely within the city limits, so this condition does not apply.
 



The City shall not approve any proposed subdivision of land which is within one mile of the corporate limits of
Sheridan but not, at the time of submittal, eligible for annexation, unless the application is accompanied by a
properly-acknowledged agreement not to contest future annexation proceedings. 
   
Again, not applicable in this case, the property is within the city limits.
   
Every plat shall conform to the Zoning Ordinance currently adopted at the time of final plat approval.
The proposed subdivision conforms to the Zoning Ordinance with the requested variances.
   
All new subdivision developments within the Airport Influence Area within the city limits of the City of Sheridan
shall grant an Avigation Easement to the Sheridan County Airport. 
   
This proposed subdivision is outside the Airport influence area.
 
No subdivision shall be approved within the corporate limits of the City of Sheridan, or one mile thereof, unless
City Public Works staff concludes that an adequate long-term water supply exists to support the proposed use and
density of the subdivision in accordance with City adopted policy.  City elected officials acting as Council
representatives on other boards or committees that review development shall likewise consider long-range water
supply in making any determination.
   
Water and sewer lines already exist in the Sheridan Commercial Ave right-of-way.  Future water and sewer
connections will tap into these lines.
   
Staff sent out 18 nearest neighbor notifications to property owners within 300 feet as part of this application.  In
addition, notifications were advertised in the press and a sign posted on the property.  The staff have not received
any inquiries.
   
Staff has no further comments at this time.

 

Attachments
Aerial 
Resolution 60-23 
Final Plat 
Variance Request 





CITY OF SHERIDAN
RESOLUTION 60-23

A RESOLUTION approving PL-23-37, the final plat of the Mortenson Minor Subdivision, dividing 2.16

acres from 1 lot into 2 lots. Zoned M-1 Industrial District. Located at 1759 Commercial Ave.

WHEREAS, the minor plat of the Mortenson Minor Subdivision, has been reviewed for consistency with

Appendix B (Subdivision Regulations) and other applicable City code; and

WHEREAS, all applicable requirements for a final plat, have been met and all documents meet the

applicable requirements in Appendix B (Subdivision Regulations).

Be it resolved by the City of Sheridan Governing Body:

That the final plat of the Mortenson Minor Subdivision, dividing 2.16 acres from 1 lot into 2 lots on

property located at 1759 Commercial Ave.

In approving the Mortenson Minor Subdivision, the City of Sheridan Governing Body finds the following

as required by Sheridan City Code Appendix B §202:

A. The property is already within the corporate limits of the City and requires no further action

as pertains to annexation.

B. The lots as platted conform to the requirements of the City Zoning Ordinance with the

exception of the variances granted.

C. The subdivision falls outside of the Airport Influence Area.

D. As concluded by City Public Works staff, there is adequate long-term water supply to serve

this subdivision as of the time of this resolution.

In addition to approving the Mortenson Minor Subdivision, the City of Sheridan Governing Body is also

approving a dedicated street frontage variance for Lot 2 will be 20 feet.

PASSED, APPROVED, AND ADOPTED this 20th of November 2023.

_______________________________

Richard Bridger, Mayor

ATTEST:

____________________________

Cecilia Good, City Clerk
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PREPARED BY:

1849 TERRA AVENUE (307) 672-0761
SHERIDAN, WY 82801 www.wwcengineering.com
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CERTIFICATE OF SURVEYOR

I, Greg Meinicke, do hereby certify that I am a Registered Land Surveyor, licensed under the laws of the State of Wyoming, that this plat is a true,
correct and complete plat of MORTENSEN MINOR Subdivision, as laid out, platted, dedicated and shown hereon, that this plat was made from an
accurate survey of said property conducted by me or under my supervision and correctly shows the location and dimensions of all lots, easements
and streets of said subdivision in compliance with City of Sheridan regulations governing the subdivision of land.

             STATE OF WYOMING )
) SS

          COUNTY OF NATRONA )

The foregoing instrument was acknowledged before me on this _______ day of _______________________, 20_______,
                                  
by ____________________________________.

Witness my hand and official seal.

Notary Public

My commission expires:_________________________

CERTIFICATE OF CITY OF SHERIDAN PLANNING COMMISSION

Reviewed by this City of Sheridan Planning Commissioners this  day of                      , 20      .

Attest:

________________________________________                                                       _____________________________________________
Vice-Chairman                                                                                                               Chairman

CERTIFICATE OF CITY COUNCIL OF SHERIDAN

Approved by the City Council of the City of Sheridan, Wyoming, this  day of                                , 20       .

Attest:

                                               
City Clerk                                                                                                                        Mayor

CERTIFICATE OF SHERIDAN COUNTY CLERK

    STATE OF WYOMING)
) SS

COUNTY OF SHERIDAN)

This plat was filed for record in the Office of the Clerk and Recorder at  o'clock this  day of , 20    , and is duly recorded in Book ,
Page No. . (or as Plat No. ________)

                                                 
                                                                                                                                    County Clerk

Executed this _______ day of ______________________, 20_________, by:

_____________________________________________________________
SHERIDAN COMMERCIAL PROPERTIES LLC, HEATHER MORTENSEN, Owner

    STATE OF WYOMING)
) SS

COUNTY OF SHERIDAN)

The foregoing instrument was acknowledged before me on this _________ day of _______________________, 20_______,  by __________________________.
Witness my hand and official seal.

                                                                                                                                      
My commission expires: _______________________ Notary Public

HOMESTEAD EXEMPTION
All rights under and by virtue of the homestead exemption laws of the State of Wyoming are hereby waived and released.

Executed this _________ day of _______________________, 20_______,                                           

by ______________________________________.

CERTIFICATE OF DIRECTOR OF PUBLIC WORKS

This plat has been prepared in accordance with the requirements and procedures outlined in the Subdivision Regulations of the City of Sheridan, and certified this  day of
                     , 20       by the Director of Public Works of Sheridan, Wyoming.

Attest:

_______________________________________________
Director of Public Works

SURVEYORS NOTES

1. BASIS OF BEARING IS WYOMING STATE PLANE (EAST CENTRAL ZONE) (NAD83), GROUND DISTANCES. ELEVATION BASED ON NAVD88 DATUM.
2. LOTS ARE ZONED M-1.
3. SURVEY PERFORMED IN ACCORDANCE TO SHERIDAN CITY CODE APPENDIX B, SECTION 403.
4. TOTAL ACREAGE OF SUBDIVISION = 2.16 ACRE.
5. TOTAL NUMBER OF LOTS = 2
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LEGAL DESCRIPTION AND PROPERTY OWNERS CERTIFICATE OF DEDICATION

Know all men by these presents that the undersigned SHERIDAN COMMERCIAL PROPERTIES LLC, HEATHER MORTENSEN, being the owner, proprietor or parties of interest in the land shown on this plat, do
hereby certify:

That the foregoing plat designated as MORTENSEN MINOR is located in the SE1/4 SE1/4 of Section 35, Township 56 North, Range 84 West of the 6th/ Principal Meridian, Sheridan County Wyoming, more
particularly described as follows:

A Tract of land located in the SE1/4 SE1/4, Section 35, Township 56 North, Range 84 West, 6th Principal Meridian, Sheridan County, Wyoming,

being more particularly described by metes and bounds as follows:

LOT 1

Beginning at the SE corner of section 35, said point being the point of beginning;

Thence, S 89° 39' 18.69" W along the south line of section 35 for a distance of 203.22 feet to a point on said line.

Thence, N 00° 32' 07.31" E for a distance of 150.37 feet to a point.

Thence, N 00° 32' 34.57" E for a distance of 156.82 feet to a point.

Thence, N 00° 31' 32.28" E for a distance of 6.32 feet to a point.

Thence, S 89° 25' 50.50" E for a distance of 204.51 feet to a point on East line of section 35.
thence S 00° 46' 49.50" W along the east line of section 35 distance of 310.27 feet to the SE corner of section 35,

said point being the point of beginning.

Said Tract contains 1.46 acres, more or less, and is subject to any and all easements, rights-of-way, reservations, and other encumbrances that have been legally acquired.

LOT 2

Beginning at the SE corner of section 35,

Thence, S 89° 39' 18.69" W for a distance of 203.22 feet to a point on the south line of section 35, said point being the point of beginning;

thence N 00° 32' 07.31" E for a distance of 150.37 feet to a point;

Thence, N 89° 26' 40.42" W for a distance of 199.92 feet to a point.

Thence, S 00° 34' 40.64" W for a distance of 153.46 feet to a point on the south line of section 35.

Thence, N 89° 40' 08.09" E along the south line of section 35 for a distance of 200.05 feet to the point of beginning.

Said Tract contains 0.70 acres, more or less, and is subject to any and all easements, rights-of-way, reservations, and other encumbrances that have been legally acquired.

That this subdivision, as it is described and as it appears on this plat, is made with the free consent and in accordance with the desires of the undersigned owner(s) and proprietor(s); and that this is a correct plat of
the area as it is divided into lots, blocks, streets and easements, and

That the undersigned owner(s) of the land shown and described on this plat does (do) hereby dedicate to the City of Sheridan and its licensees for public use for the indicated purposes, all streets, alleys, easements
and other public lands within the boundary lines of the plat, as indicated, and not already otherwise dedicated for public use.

Utility easements, as designated on this plat, are hereby dedicated to the City of Sheridan and its licensees for public use for the purpose of installing, repairing, reinstalling, replacing and maintaining sewers, water
lines, gas lines, electric lines, telephone lines, cable TV lines and other forms and types of public utilities now or hereafter generally utilized by the public.

All rights under and by virtue of the Homestead Exemption Laws of the State of Wyoming are hereby waived and released
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DECLARATION VACATING PREVIOUS PLATTING

This plat is the re-subdivision of lot 19, Sheridan Commercial Park Subdivision to the city of Sheridan, Sheridan county, Wyoming, as
recorded in drawer S, plat number 140, of the records of the Sheridan county clerk. all earlier plats or portions thereof encompassed by
the boundaries of this plat are hereby vacated.
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1849 TERRA AVE, SHERIDAN, WY 82801 | 307.672.0761 

 SOLVING PROBLEMS AND DELIVERING VALUE 
 

 
October 26, 2023  
 
Re: Access Variance for Mortenson Subdivision 
 
Dear City of Sheridan, 
  
I am writing to request a variance for an easement on the submitted Mortenson Subdivision. 
The current easement on my property measures 20 feet, which is 5 feet less than the required 
25 feet as stipulated by the city regulations. This reduced easement width is a result of the 
property being previously platted at 20 feet. 
  
I understand the importance of adhering to the city's regulations, and I am committed to 
upholding the standards set forth to ensure the safety and convenience of the community. 
However, due to the constraints imposed by the existing property layout and the historical 
platting, it is not feasible to meet the 25-foot easement requirement without significant 
alterations that may impede the functionality of the property. 
  
I would like to request your kind consideration in granting a variance for the current 
easement width of 20 feet, as it has not posed any issues in terms of access or utilities for the 
property. I assure you that there will be continued maintenance of the easement area and 
ensure its accessibility for any necessary municipal services or maintenance work. 
  
I am willing to discuss this matter further and provide any additional information or 
documentation that may be required to support my request. I am dedicated to finding a 
suitable solution that aligns with both the city's regulations and the practical limitations of 
the property. 
  
Thank you for your time and attention to this matter. I look forward to a favorable resolution 
of this request. 
  
Sincerely, 
  
Dustin Coryn 
Project Manager 
WWC Engineering 
 
 
 
 
 
 
 
 
 



Mr./Ms. Recipient’s Last Name 
Page 2 of 2 
Date 
 
 

 

 
 
 



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Planning   

MEMORANDUM
   
Project
Name:

Discussion of PL-23-42, Ordinance 2273, Rezone of 2530 and 2580 Dry Ranch Rd - Public Works
Director Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 10/23/2023

Recommendation:
Staff awaiting recommendation from the Planning Commission regarding PL-23-42, Dry Ranch Rd Rezone,
Ordinance 2273.  The applicant, Butler Properties, LLC, is requesting to rezone 2 acres from B-1 Business District
to B-2 Business District.  Located at 2530 and 2580 Dry Ranch Rd (PIN 55840240000100 and
56855840230000100).

Background:
The applicant, the agent for Butler Properties, LLC, Charlie Cunningham, is requesting to rezone 2 acres from B-1
Business District to B-2 Business District on the properties located at 2530 and 2580 Dry Ranch Rd (PIN
55840240000100 and 56855840230000100).
The properties to the north, south and west are commercial properties zoned B-2.  To the east is a 40-foot wide tract
adjacent to the commercial property zoned B-1 that is owned by the City of Sheridan and is intended to be future
ROW for Dry Ranch Road.  Currently, Dry Ranch Road to the east is a Sheridan County owned and maintained
road.  The applicant is proposing to rezone Tracts 1 and 2 of unplatted land from B-1 to B-2 in order to create a
continuous B-2 zoned corridor between Heartland Drive and Dry Ranch Road. 
The subject properties do not have any structures at this time.

Discussion:
Neither state statute nor City Code contains required findings that must be made in changing a property's zoning
designation.  State statute does provide some requirements for zoning regulations in general, which the Planning
Commission and City Council should be aware of:
 WS §15-1-601(d)
d) All regulations shall be made: 
 In accordance with a comprehensive plan and designed to:
 A. Lessen congestion in the streets;
B. Secure safety from fire, panic and other dangers;
C. Promote health and general welfare;
D. Provide adequate light and air;
E. Prevent the overcrowding of land;
F. Avoid undue concentration of population; and
G. Facilitate adequate provisions for transportation, water, sewage, schools, parks and other public requirements.
 ii. With reasonable consideration, among other things, of the character of the district and its peculiar suitability for
particular uses; 



iii. With a view to conserving the value of buildings and encouraging the most appropriate use of land throughout
the city or town; and 
iv. With consideration given to the historic integrity of certain neighborhoods or districts and a view to preserving,
rehabilitating and maintaining historic properties and encouraging compatible uses within the neighborhoods or
districts, but no regulation made to carry out the purposes of this paragraph is valid to the extent it constitutes an
unconstitutional taking without compensation. 
 The Preamble of the City’s Zoning Ordinance (Appendix A) states that the purpose of the zoning ordinance is to,
“promoting the health, safety, morals and general welfare of the inhabitants of the City of Sheridan by lessening
congestion in the streets; securing safety from fire, panic and other dangers providing adequate light and air;
preventing the overcrowding of land; avoiding the undue concentration of population, facilitating the adequate
provision of transportation, water, sewerage, schools, parks, and other public requirements.”
The future land use map designates this area for commercial uses, so the proposed rezone is in accordance with the
future land use map.

As part of the request to rezone this property, staff sent notices to the 17 property owners within 300 feet, placed a
legal notice in the newspaper, and posted a sign on the property.  At the time of writing this staff report, staff had
not received any inquiries.

Attachments
Aerial 
Ordinance 2273 
Petition & Exhibits 
Surrounding Zoning 





ORDINANCE NO 2273

AN ORDINANCE amending Ordinance No. 826, the Zoning Ordinance of the City of
Sheridan, to rezone the entirety of the land located at 2530 and 2580 Dry Ranch Rd.,
Sheridan, Wyoming more particularly and shown on the attached Exhibit A, from a B-1
Business District to a B-2 Business District;

WHEREAS, the owner of the following described land has petitioned the City Governing
Body to rezone the same from a B-1 Business District to a B-2 Business District, and a
public hearing having been held thereon by the Governing Body; and

WHEREAS, this Ordinance was presented to the City Planning Commission on ______
with its recommendation submitted to and received by the City Governing Body; and

WHEREAS, notice of the Governing Body public hearing, as required by W.S. 15-1-602
was published on ____________, 2023; and

WHEREAS, the City did not receive a protest against the change of district boundary in
accordance with W.S. 15-1-603.

THEREFORE BE IT ORDAINED BY THE CITY OF SHERIDAN GOVERNING BODY:

Section 1.
The following described land is hereby rezoned from an B-1 Business District to a B-2
Business District, to wit:

(See Attached EXHIBITS)

Section 2.
The City of Sheridan Zoning Map shall be updated in accordance with this Ordinance.

Section 3.
That Ordinance No. 826, The Zoning Ordinance of the City of Sheridan is hereby
amended to conform herewith.

Section 4.
If any provision or portion of this ordinance is declared by any court of competent
jurisdiction to be void, unconstitutional, or unenforceable, than all remaining provisions
and portions of this ordinance shall remain in full force and effect.

Section 5.
That this ordinance shall be in full force and effect immediately upon its passage and
publication as provided by law.

PASSED, APPROVED, AND ADOPTED this ________ day of __________, 2023

ATTEST: __________________________
Richard Bridger, Mayor

____________________________
Cecilia Good, City Clerk
State of Wyoming )

)SS
County of Sheridan )

Subscribed and sworn to (or affirmed) before me this ________day of

_________________, 2023 by ___________________________.
_____________________________



Notary Public

My commission expires ____________________.

















CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Discussion of Bid Award to Wayne Coleman Construction, Inc. for the 2023 Crushing Project in the
Amount of $59,307 - City Engineer Thomas Morneau

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 10/09/2023

Recommendation:
Staff recommends that the Mayor and City Council award the 2023 Crushing Project to Wayne Coleman
Construction, Inc., the lowest qualified bid, in the amount of $59,307.

Staff requests that for the 2023 Crushing Project, the Mayor and City Council authorize the Public Works Director,
Hanns Mercer, to act on behalf of the Council and Mayor on all matters related to this project.

Background:
The 2023 Crushing Project consists of crushing approximately 3,670 cubic yards of concrete and asphalt into
gradations of no greater than 1.25 inches in size.  Concrete with rebar will be crushed and excess rebar will be
sorted and hauled to the metal recycling pile.  All work will be completed at the Sheridan landfill.

This project was advertised in the Sheridan Press on October 11th, 20th, and 23rd.  A pre-bid conference was held
on October 25th and bids were due on November 2nd.

Bids Received
Wayne Coleman Construction, Inc.     $59,307

Funding:
This project is funded with pavement preservation funds.



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Human Resources  

MEMORANDUM
   
Project
Name:

Discussion of Drug and Alcohol Plan Updates - Human Resources Director Heather Doke and City
Attorney Brendon Kerns

From: Heather Doke, Human Resources Director
To: Mayor and Council
CC:
Date:

Discussion:
See attached memo

Attachments
Redlined Drug & Alcohol Plan 
Memo 
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CITY OF SHERIDAN 

DRUG AND ALCOHOL PLAN  
 

SECTION I.  INTRODUCTION AND GENERAL INFORMATION 

 

A.  Drug and Alcohol Prohibition Policy 

 

1. Policy.  The City of Sheridan has a long-standing commitment to maintain the highest standards possible for 

the health and safety of its employees, and the public at large.  We comply with the federal Drug-Free 

Workplace Act.  Abuse of alcohol, drugs, and controlled substances impairs employee judgment, resulting in 

increased safety risks, injuries, and faulty decision-making.  The use of drugs and/or alcohol during or prior to 

work time, is contrary to these high standards and will not be tolerated.   

 

2. Purpose.  The purpose of this Drug and Alcohol Plan is to maintain the highest safety, health, and work 

performance standards possible, and to reduce work-related accidents, injuries, and damage which may be 

caused by drug or alcohol use.  This policy is also intended to ensure the maintenance of productivity, the 

quality of services, and the security of property. 

 

3.  Definitions.   
 

a. For the purposes of this policy, the following defined terms are used interchangeably by this policy 

and the reference to one term incorporates the definition of the other terms: 

Alcohol is defined as any spirituous or fermented fluid including malt beverage and 

medication including alcohol; 

Controlled Substance is defined by Wyoming Statute 37-7-1002(a)(iv); 

Drug or Illegal Drug is intended to include all substances which are prohibited by law to use 

without a prescription including but not limited to Wyoming Statute 37-7-1002(a)(xiv), (xv) 

and (xvi).  These terms also include derivatives from illegal substances. 

b.  Additional Definitions: 

Accident is defined as an unplanned, undesired event, not necessarily resulting in injury, but 

damaging  to property and/or interrupting the activity in process.  

On Duty is defined as at work being paid by the City, and being  paid to respond to a call 

made by a supervisor for the City.  Off duty is defined as neither on duty or on-call.   
 

 

4. Prohibited Conduct   

 

The use, possession (except evidence confiscated in the course of duty that is in transit to be logged 

into evidence according to police policies and procedures), solicitation for, sale of narcotics or other 

illegal drug, alcohol or prescription medication without a valid prescription,  whileprescription, or 

other mind altering substances derived from marijuana or other illegal drugs, while on duty.   For 
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purposes of this plan, on duty is defined as at work being paid by the City, on-call is defined as being 

paid to carry a pager for the City.  Off duty is defined as neither on duty or on-call.   

    

The presence of any detectable amount of prohibited substances in the employee’s system while on 

duty. Detectable amount of illegal drugs is set forth in Part 40 of CFR 49 and alcohol is .02 as stated in 

section II of this Plan. 

 

Prohibited substances include illegal drugs, alcohol, or prescription drugs not taken in accordance with 

a legally obtained prescription given the employee, or a legally obtained prescription or over the 

counter medication not taken in accordance with directions.      

 

i. Evidence possession by confiscation in the course of duty and is in transit to be logged 

into evidence or as required by a police department employee's job duties shall not be a 

violation of this plan.  Provided such possession shall be in accordance with Police 

Department policies and procedures.   

 ii. Firefighters who are dispatched to operate the City ambulance or other job duties in 

which the City ambulance is required shall not be in violation of this plan.  Provided, such possession 

shall be in accordance with Fire  Department policies and procedures.    

b. The presence of any detectable amount of prohibited substances or alcohol in the employee’s 

system while on duty shall be a violation of this Plan. Detectable amount of illegal drugs is set forth in 

Part 40 of CFR 49 and alcohol is .02 as stated in  section II of this Plan.  

c, Prohibited substances include illegal drugs, alcohol, prescription drugs or other mind altering 

substances derived from illegal substances not taken in accordance with the recommendation of a 

legally prescribed prescription medication or over the  counter medication not taken in accordance 

with directions.  Additionally, a substance which is illegal to possess in Wyoming shall not be deemed 

legal to consume or possess even if obtained with a valid prescription in another state. 
 

 

B.  Effective Date of Policy 

  

1. This revised policy will become effective April 5, 2010_______, 2023, and remain in effect until amended by 

the City Governing Body. 

 

2. Prospective and existing employees shall receive a copy of this plan and sign that they understand the policies 

in the Drug and Alcohol Plan. Copies of the Drug and Alcohol Plan are on file in the Human Resources offices 

and are available upon request. 

 

C.  Acceptance of  Policy 

 

1. Compliance with this policy is a condition of employment. 

 

 2. Acceptance of the terms of this policy shall not be construed to be a contract, written or implied, for long-term 

employment. 

 

D.  Applicability 

 



Drug and Alcohol Plan  - 4/5/1011/20/23 3 

1. Individuals Subject to Drug and Alcohol Policy:  Any prospective employee or employee of the City of 

Sheridan.  This includes all employees of the City covered under Wyoming Workers Compensation.  

 

 E.  Circumstances for Testing  

The City of Sheridan will test employees for drugs and/or alcohol under the following circumstances: 
 

1. Pre Employment Testing 

 

     All job applicants will be required to submit to, and pass, a Pre-Employment drug test.  Any applicant refusing  

           to consent to testing will be denied employment.    

          

 2.  Post Accident Testing   

 

a.   Persons Subject to Post-Accident Testing. 

 

Any employee involved in an accident that damages City property/vehicles, private property, or any accident 

that results in a Workers Compensation claim will be required to undergo drug and/or alcohol impairment 

testing.  Drug testing will be conducted within 8 hours of the accident, but no later than 32 hours after the 

accident.  Alcohol testing will be performed within two hours of the accident, and no longer than 8 hours after 

the accident.  immediately after being requested. 

 

An “Accident” is defined as an unplanned, undesired event, not necessarily resulting in injury, but damaging 

to property and/or interrupting the activity in process. 
 

b. Obligations of Employee Subject to Post-Accident Testing. 

 

1) An employee who is subject to post-accident testing may not consume alcohol for 8 hours 

after the accident, or until he/she has taken an alcohol test as prescribed by this policy, 

whichever occurs first. 

 

2) An employee who is subject to post–accident testing must undergo testing immediately after 

requested remain readily available for such testing and may not take any action to interfere 

with the testing or the results of testing. 

 

 

3) An employee who does not abide by the two above obligations may be subject to disciplinary 

action up to and including termination. 

 

3.  Random Testing. 

 

a. There are 2 separate random testing pools: 

i. Commercial Drivers License.  Employees required by their job duties to have a Commercial 

Drivers License are subject to random testing.  

 

ii. Safety Sensitive Positions.  Employees working in safety sensitive positions including, but not 

limited to: Police Officers, Communications Technicians, Community Services Officers, Evidence 

Technicians, Firefighters, Landfill Equipment Operators, and those with access to the Water Treatment 

Plants are subject to random testing.  
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b. For employees who are found within the above two pools, the following guidelines will be followed 

for administering random testing:  

 

i. Random tests will only be administered during an employee’s work time. 

ii. Employees shall remain in the random selection pool at all times, regardless of whether or 

not they have been previously selected for testing. 

iii. Employees shall be selected for testing by using a computer-based random number 

generator. 

iv. No advance warning will be given to employees regarding the dates and times of random 

testing. 

iv.v. Upon being notified of a random test, the employee’s supervisor shall take the employee 

to the testing facility. 

 

c. Random tests will be administered according to the regulations in Part 40 of CFR 49. To the extent 

permitted by law, random testing shall be conducted, at a minimum, on 20% of the average staff on an 

annual basis. 

 

4.  Reasonable Cause/Suspicion Testing 

 

Any employee whom the City of Sheridan reasonably suspects may be affected by the use of drugs or alcohol 

which may adversely affect job performance, safety or the work environment will be required to submit to a 

drug and/or alcohol test.  This includes instances when an employee demonstrates behavior that leads to the 

suspicion that he/she has used drugs or alcohol prior to work time.   

 

a. A trained supervisor will make the decision whether there is reasonable suspicion to believe an employee 

is impaired by or under the influence of a drug or alcohol while on duty in violation of this policy. 

 

In making a determination of reasonable cause, the factors to be considered include, but are not limited to 

the following: 

  

1) Adequately documented pattern of unsatisfactory work performance, for which no apparent 

non-impairment related reason exists, or a change in an employee’s prior pattern of work 

performance, especially when there is some evidence of drug related behavior on or off the 

work site. 

 

2) Physical signs and symptoms consistent with substance abuse; or 

 

3) Evidence of illegal substance use, possession, sale, or delivery while on duty. 

   

b. Events After Determination Is Made 

 

  When a determination is made that reasonable suspicion exists that an employee may be under the influence of 

  drugs or alcohol in violation of this policy, the employee shall be driven by a supervisor to the collection site  

       for testing.  The employee will be relieved of his/her duties pending the result of the substance abuse           

       testing. 

       

F.   Refusal to Submit to Testing and Use of Adulterants 
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1. Any employee who refuses to submit to testing for any reason will be terminated. (Employees subject to Civil 

Service protection will be referred to the Civil Service Commission with a recommendation to terminate 

employment.) 

 

2. A specimen containing an adulterant, a substance used to hinder the detection of a drug, will be treated the 

same as a positive test.  Tampering with a specimen or substituting another specimen for one’s own are acts 

also considered refusals to submit to testing.  An employee who is found to have adulterated, tampered with or 

substituted another sample for their sample will be terminated. (Employees subject to Civil Service protection 

will be referred to the Civil Service Commission with a recommendation to terminate employment.) 

 

G. Disciplinary Actions for Violations of Drug and Alcohol Prohibitions  

 

1. Pre-hire: 

 

Failure to pass a pre-hire drug test shall result in failure to hire a prospective employee 

 

2   Post-hire: 

a. First Violation:  Refusal to test or failure to pass drug or alcohol test. 

It shall be at the sole discretion of the City as to whether to proceed to immediate dismissal (Employees 

subject to Civil Service protection shall go through Civil Service process) or to pursue other measures 

such as, but not limited to referral to an EAP and random drug/alcohol monitoring.  The City may 

consider, but is not required to do so, past conduct, years of service, prior on the job performance reviews, 

and any other factor as the City may bear on the decision to pursue rehabilitation or termination.  If 

rehabilitation is the result, the employee must sign an agreement admitting violation of the policy and 

agreeing that any further violation will result in termination. 

 

b. Subsequent Violation:  Refusal to test or failure to pass drug or alcohol test. 

Any subsequent violation will result in termination (Employees subject to Civil Service protection shall go 

through Civil Service process).  

 

 

SECTION II.  SAMPLE COLLECTION AND TESTING PROCEDURES 

 

A.  Collection of Samples                          

 

   1.  Drug testing under this policy will be conducted by approved means to include urinalysis, saliva and /or hair   

        follicle tests.   Pre-Employment testing may be conducted using one or more of these approved methods.  

 

2.   Drug testing for Random, Post-Accident and Reasonable Suspicion purposes will require a urinalysis following  

      procedures set forth in Part 40 of CFR 49.  

 

      Note:  Procedures set forth in Part 40 of CFR 49 require that a split specimen urine collection be sent to the  

                 Laboratory for testing following Department of Transportation Procedures for specimen collection.   

                 The City may request that alternative forms of testing (urine express, saliva and/ or hair follicle) be   

                 conducted in addition to the split specimen collection, provided that the additional and  

                 alternative methods for testing do not interfere with or take the place of the required specimen collection  

                 performed under Part 40 of CFR 49.   

                  

3.   Evidential breath testing devices or a Q.E.D. saliva test may be used when measuring blood alcohol content in  

      all circumstances for testing.  
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       4.  The collection site shall have all necessary trained personnel, materials, equipment, facilities, and supervision  

            to provide for the collection, security, temporary storage, and shipping or transportation of specimens to a  

            certified drug testing laboratory designated by the City of Sheridan.   

 

5. Drug and alcohol tests will be scheduled during, immediately before, or immediately after the employee’s   

 regular work period or work time.  Testing under this policy is considered work time and will be compensated  

 at the employee’s normal rate of pay. 

 

 

B.  Testing Procedures 

 

1. The City of Sheridan shall use a drug-testing laboratory approved or certified by the Substance Abuse and 

Mental Health Services Administration (SAMHSA) to confirm all initial non-negative express drug tests. 

 

2. Positive drug tests will be confirmed by gas chromatography mass spectrometry.  The City will not rely on an 

initial positive drug test unless the confirming drug test results have been reviewed by a licensed Medical 

Review Officer. 

 

3. Alcohol testing will be performed by a Breath Alcohol Technician (BAT)  at the hospital or designated 

medical facility. or Saliva Test Technician (STT).  If the result of an alcohol screening test is an alcohol 

concentration of 0.02 Blood Alcohol Content (BAC) or greater, a confirmation test will be performed.  The 

confirmation test will be conducted no sooner than 15 minutes, but not more than 30 minutes after the 

screening test.  The results of these tests will be reported directly to the City of Sheridan. 

 

C.  Review of Drug Test Results 

 

1. Medical Review Officer 

 

The City of Sheridan shall contract the services of a Medical Review Officer (MRO).  The MRO shall review 

all confirmed positive drug test results.  
 

2.  Reporting and Review of Results 

 

a. The MRO shall review confirmed positive test results. The MRO shall first attempt to contact the 

employee within 48 hours of receiving the results from the laboratory to offer the employee an opportunity 

to discuss the test results. 

 

b. This review shall be performed by the MRO prior to the transmission of results to the City of Sheridan. 

 

c. An employee who receives a positive confirmed test result may contest or explain the result to the 

City of Sheridan within five (5) working days after written notification of the test result. 
 

 3.  Prescription Drug Use 

 

  a. The use of prescription drugs and/or over the counter medications must be reported to the City 

if such use has the ability to impair the safe performance of job duties. In some circumstances, a 

Physicians’ determination that using the drug or medication in question should not impair the ability of the 

employee to perform his/her job function may be necessary. It is the employee's responsibility to review 

all prescription drug labels and over the counter medications to determine whether side effects would 

potentially result in impairment. 
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      If the prescription drug use has the ability to cause production or safety problems, a supervisor may grant the     

      employee sick leave, if available, or temporarily assign the worker different duties. 

 

b. Use of a prescription or legal drug that results in a positive drug test will be subject to disciplinary action     

     when: 
    

1) The employee failed to notify the employee’s supervisor, before beginning work, that the 

employee was taking medications or drugs which might interfere with the safe and/or effective 

performance of duties; 

 

2)  Verification of valid current prescription or legal use of such drug is not provided upon request        

by the next scheduled work day; or 

 

3)  Misuse of the prescription or recommended drug has been established by the MRO. 
 

 4.  Results Consistent with Legal Drug Use 
 

a. If the MRO determines there is a legitimate medical explanation for the positive test result, the MRO may 

report the test result to the City of Sheridan as negative. 

 

SECTION III.  CONFIDENTIALITY OF RESULTS 
 

A.  General 
 

1. All records relating to drug and alcohol testing will be maintained in a confidential file in a secure location 

with controlled access, separate from personnel files. 
 

2. A communication received by the City of Sheridan relevant to an employees’ drug and/or alcohol test and 

received through the City of Sheridan testing program is confidential and privileged, and will not be 

disclosed by the City of Sheridan except: 
 

a. To the tested employee, prospective employer or another person designated in writing by the 

employee or prospective employee; 
 

 b.   An individual designated by an employer to receive and evaluate test results or hear the      

  the explanation from the employee or prospective employee; 
 

 c.   As ordered by a court government agency; or 
 

 d.   In any proceeding initiated by or on behalf of the individual arising from a positive test. 
 

SECTION IV.   EMPLOYEE’S RIGHT TO CONTEST   

 

A.  An employee is entitled to contest a positive result for the presence of drugs or alcohol.  To contest a 

positive test, the Employee must follow the applicable civil service rules, if relevant, or notify the 

Human Resources Director in writing within 5 days of the positive confirmed test result and provide a 

statement of explanation or basis for contesting.   

1.    Except as otherwise allowed by law a review or prescribed by relevant civil service 

rules , the explanation or basis for contesting shall occur as follows: 

a. An employee is not entitled to an evidentiary hearing or the right to a 

contested hearing; 
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b. The Human Resources Director shall review the explanation or basis for 

contesting the results; 

c. Except as otherwise provided by law, the City Administrator’s determination 

shall be final. 

2. An employee whose confirmed positive test is overturned because of the explanation 

of basis for contesting shall have the test results stricken from their personnel file. 

3. An employee who contests a disciplinary decision shall be subject to the procedures 

provided in the City Employee Handbook or applicable Civil Service Rules. 

 

 

SECTION V.  ON-CALL EMPLOYEES   

 

  A.   General:  

 

 Employees who are called to work must be fit for duty upon arrival.  If an employee is called to perform a job duty  

 for the City on his/her off time, it is the responsibility of the employee to report to the supervisor any   

 possible impairment due to drug or alcohol use before reporting for duty.  Once an employee reports for duty and is  

 perceived to be under the influence, the employee will be subject to the provisions of Reasonable Suspicion testing.  

 

SECTION  VI.  EMPLOYEE ASSISTANCE PROGRAM (EAP) 

 

A. The City provides assistance to any employee who voluntarily informs the City of a personal drug and/or 

alcohol use or dependency problem and requests assistance for such problem.  Referral to the EAP for 

drug/alcohol rehabilitation may be recommended for violations of this Plan 

 

B. The employee assistance program provides free, confidential short-term counseling to identify an employee’s 

problem and, when appropriate, make referrals to outside organizations, facilities, or programs that can further 

assist the employee in resolving their abuse or dependency problems.  Please see Human Resources for a complete 

copy of the Employee Assistance Program. 

 

C. While undergoing evaluation and treatment, the employee will receive the same benefits provided for any other 

leave of absence. 

 

SECTION VII.  TRAINING 
 

A. Employee Training 

 

The City, for the purposes of this plan, will provide one hour per year of education and training on drug abuse and 

alcohol misuse to all employees.  The education shall include, but not be limited to: 

 

1. Informational material distributed to employees. 

 

2. Distribution of the City of Sheridan Drug and Alcohol Plan regarding the use of prohibited drugs and 

alcohol to all employees.   
 

 3.   Audio and video presentations. 

 

B.  Supervisor Training 

 

Supervisory personnel will receive two hours of training per year regarding the Drug and Alcohol Plan.  The training 

shall include at least 60 minutes of training on the signs and effects of controlled substance use, and at least 60 minutes 
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of training on the signs and effects of alcohol misuse.  This training shall be for all supervisors who may need to make 

a determination whether an employee will be drug and alcohol tested for reasonable suspicion. 

 
 

SECTION VIII.  RIGHT TO SEARCH  

 

Although efforts will be made to respect the privacy of our employees, the City of Sheridan reserves the right to 

conduct unannounced searches for illicit drugs and/or alcohol on the City of Sheridan premises, in City vehicles, 

facilities, equipment and on-site locations.  Employees are expected to cooperate in the conducting of searches. 

 

A search of an employees’ personal property will be conducted only when cause exists to suspect that the 

employee is in violation of this policy.                

 

SECTION IX.  EMPLOYER RESPONSIBILITIES  

 

  A.  General 

 

  1.  All vacancy positions advertised by the City must include a statement that informs a prospective   

           applicant that the employer implements a drug testing program.  

   

    3.  The employer will post a notice that Substance Abuse Testing is a required condition of  

                  employment in the employee’s work area.   

 

    4.  The employer shall post a notice that the employers’ Drug and Alcohol Plan and Employee Assistance  

                  Plan shall be made available to the employee as soon as is reasonably possible after request.  The Policy  

                  and EAP will be on file in the office of the Human Resource Manager or Designated Employer  

                  Representative.    

 

 

SECTION X.  EMPLOYEE REPORTING REQUIREMENTS 

 

1. All employees are required to report to management within 2 days any drug or alcohol conviction.   

2.   Reporting of a criminal charge. 

a. Any employee who is required to have a commercial drivers license shall as soon as 

reasonably possible inform the City Human Resources department if a criminal charge for an 

alcohol or drug related offense has resulted in a suspended or revoked drivers license. 

b. Employees working in safety sensitive positions including but not limited to:  Police Officers, 

Communications Technicians, Community Services Officers, Firefighters, Evidence 

Technicians, Landfill Equipment Operators and those with access to the Water Treatment 

Plants are required to inform the City Human Resources department as soon as reasonably 

possible if they are charged with an alcohol or drug related offense. 

 

SECTION XI.   AT-WILL EMPLOYMENT 

 

Although acceptance of the terms of this Policy and Procedure is a condition of employment, it does not affect the 

employee’s status as an “at-will” employee.  The employee remains free to resign his/her employment at any time for 

any or no reason, without notice.  Similarly, the City reserves the right to terminate any employee’s employment, for 

any or no reason, without notice except as provided for in Civil Service Statutes or a collective bargaining agreement.  

Nothing in this policy statement is meant to infer a contract, written or implied, for long term employment.        
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SECTION XII.  COMPLIANCE WITH APPLICABLE LAWS 

 

The City reserves the right to interpret, modify or revise this policy in whole or in part with notice to employees. The 

City will follow requirements of applicable law and the terms of this plan, provided that the plan is consistent with 

applicable law. 

 

The City Administrator may amend this policy as may be needed to comply with all state and federal law without 

approval of the Governing Body.   



 
TARVER, KERNS & BUNTING, LLP 
200 WEST LOUCKS STREET 

SHERIDAN, WY  82801 

 

TIMOTHY S. TARVER, LLC 
P.O. Box 6284 

Sheridan, WY 82801 

(307) 672-8905 | (307) 674-5000 fax 
 

KERNS & BUNTING, LLC 
Brendon E. Kerns* 

Sheryl S. Bunting 

P.O. Box 6669 

Sheridan, WY 82801 

(307) 655-8600 | (307) 674-5000 fax 
*LICENSED IN WY & MT 

 

 

MEMORANDUM 

 

 

Date:    November 8, 2023 

To:    City Governing Body 

RE:    Drug and Alcohol Policy 

 

 

 The City Drug and Alcohol Policy was last updated in 2010.  Consequently, the policy 

needed updated.  The proposed changes from the prior policy include a new definitional section, 

distinctions between legal drugs and illegal drugs and general updates to form and language. 

 

 

TARVER, KERNS & BUNTING, LLP 

 

 
 

Brendon E. Kerns 



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Human Resources  

MEMORANDUM
   
Project
Name:

Discussion of Employee Handbook Updates - City Administrator Stu McRae, Human Resources
Director Heather Doke and City Attorney Brendon Kerns

From: Heather Doke, Human Resources Director
To: Mayor and Council
CC:
Date: 11/07/2023

Recommendation:
Staff recommends approval of the updated Employee Handbook.

Background:
There are some changes and updates that need to be made to the current employee handbook.  

Discussion:
The following changes are being proposed to the Employee Handbook: 

Updating the dates throughout.
Employee Assistance Plan (Page 12) - Our health insurance provider has added an Employee Assistance Plan
that is available to employees who have elected to participate in the health insurance plan.  Language needed
to be changed to reflect this.
Employment of Immediate Family (Page 20) - This section has been updated to clarify how this policy works
for employees in the Police Department.
Electronic Use Policy (Page 21) - Minor changes have been made to this policy based on recommendations
made by our IT Manager and our Cybersecurity Insurance provider.
Vehicle Policy (Page 24) - This policy has been updated to be in compliance with our Property and Liablity
insurance policies.  
Appendix A and the pay scale have been updated to reflect current positions and the pay scale approved in
the budget for the FY24 budget.

We have also proposed some changes to Employee Benefits based on feedback from our employee survey.  They
include: 

Vacation Leave (Page 7) - Changing vacation accrual for employees with 0-4 years of service from 80 hours
per year to 96 hours per year.
Sick Leave (Page 9) - Adding sick leave accrual for part-time employees.  Part-time employees currently do
not accrue sick leave, only vacation leave.  
Holidays (Page 10) - Adding another Personal Day to the list of paid holidays.  The decision was made
instead of adding another set holiday where City operations would be closed, to add another floating holiday
that employees can use when they choose.  

Just as a heads up, the Employee Benefits for the Firefighters are included in their contract instead of the Employee
Handbook.  Our proposal is to offer them 2 additional Personal Days.  Because they work 24-hour shifts and they
take their vacation 3 shifts at a time, this proposal works better for them.  The Union membership will need to



approve this addition if it is approved.  

Funding:
There will be no direct costs for any of these updates.  

Attachments
Redlined Handbook 
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INTRODUCTORY NOTICE 

 

 
THE INFORMATION IN THIS HANDBOOK IS FOR GENERAL INFORMATION ONLY.  IT GENERALLY 
OUTLINES YOUR RESPONSIBILITIES, BENEFITS, AND CITY GUIDELINES RELATED TO THE 
WORKPLACE.  THE GUIDELINES, PRACTICES, AND PROGRAMS DESCRIBED IN THE HANDBOOK 
ARE SUBJECT TO CHANGE AT ANY TIME WITH OR WITHOUT NOTICE AND MAY NOT BE ALL-
INCLUSIVE.  WHERE THIS HANDBOOK CONFLICTS WITH BENEFIT PLAN DOCUMENTS, CIVIL 
SERVICE STATUTES, OR A COLLECTIVE BARGAINING AGREEMENT, THE PLAN DOCUMENTS, 
STATUTES, AND THE AGREEMENT WILL PREVAIL.   
 
AT THE CITY OF SHERIDAN, NEITHER THE EMPLOYEE NOR THE CITY IS COMMITTED TO AN 
EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD OF TIME.  EMPLOYMENT WITH THE CITY 
OF SHERIDAN IS AT-WILL.  EITHER THE EMPLOYEE OR THE CITY HAS THE RIGHT TO 
TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON (EXCEPT 
INSOFAR AS SUCH MAY BE COVERED BY A LEGALLY BINDING COLLECTIVE BARGAINING 
AGREEMENT OR CIVIL SERVICE RULES).  THIS HANDBOOK AND ANY VERBAL STATEMENTS BY 
THE CITY ARE NOT INTENDED TO AND WILL NOT CONSTITUTE A CONTRACT OF EMPLOYMENT, 
EITHER EXPRESSED OR IMPLIED, NOR IS THERE A GUARANTEE OF EMPLOYMENT FOR ANY 
SPECIFIC DURATION.  NO REPRESENTATIVE OF THE CITY, OTHER THAN THE GOVERNING 
BODY, HAS AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY 
SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, APPROVED BY THE 
GOVERNING BODY, AND SIGNED BY THE EMPLOYEE.  THIS HANDBOOK SUPERCEDES ALL 
PREVIOUSLY ISSUED EDITIONS. 
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City of Sheridan Mission Statement 
 

The City of Sheridan is dedicated to improving the quality of life with emphasis on public 
safety, exceptional service, livability and infrastructure, while being accountable and 

professional. 
 

City of Sheridan Vision 
 

We embrace “Our City” and its historical Western lifestyle and values while being 
focused on socio-economic diversity with open eyes, minds, and hearts in keeping 

Sheridan the community of choice for all. 
 

City of Sheridan Core Values 
 

Our Values are what define us both as individuals and as a collective group of people.  At 
the City of Sheridan, we’ve selected these five values to emphasize the leadership role 
that every employee has in working as part of a team of teams, whether those teams are 
in another department within the City or at the County, State or National level.  These 
values are paramount to meeting the mission of the City.   
 
• Make a Difference – The primary purpose behind every City Staff action and activity is to 

make a positive difference in the lives of our Citizens.    
 

• Take Initiative – In the absence of guidance, we seize opportunities to advance the Mission of 
the City of Sheridan. 

 

• Build Trust –We operate with honesty, fairness and humility.  We support others and interact 
with co-workers and citizens in a way that maintains confidence in the City.  We must ensure 
that we daily earn the trust of the people of Sheridan, even when no one is watching us.   

 

• Show Optimism – A positive attitude is a force multiplier and is contagious.  We look for 
opportunities in every situation.    

 

•  Promote Teamwork – Together Everyone Achieves More and that only occurs through 
communication, cooperation, and collaboration with others.   
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EMPLOYMENT 
 
Applicability 
 
This handbook applies to all employees of the City of Sheridan.  Certain positions are, by 
reason of the nature of their appointment, exempt from the provisions of this manual. 
 
The following positions are exempt: 

• Elected officials 

• Council appointees 

• Council appointed committees and commissions 

 
Civil Service personnel are subject to this handbook except where there is conflict with the 
current collective bargaining agreement, the Civil Service Rules, or Wyoming State Statutes. 
 
 

Equal Employment Opportunity (EEO)/Unlawful Harassment 
 

The City of Sheridan is dedicated to the principles of equal employment opportunity.  The City 
prohibits unlawful discrimination against applicants or employees on the basis of race, color, 
religion, sex (including pregnancy, sexual orientation or gender identity), national origin, age (40 
or older), disability and genetic information (including family medical history), or any other status 
protected by applicable federal, state or local law.  
 
This prohibition includes unlawful harassment based on any of these protected classes.  
Unlawful harassment includes verbal or physical conduct which has the purpose or effect of 
substantially interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  This policy applies to all employees, including 
managers, supervisors, co-workers, and non-employees such as customers, clients, vendors, 
consultants, etc. 
 
 

Americans with Disabilities Act (ADA) and Religious Accommodation 
 

The City will make reasonable accommodation for qualified individuals with known disabilities 
unless doing so would result in an undue hardship to the City or cause a direct threat to health 
and safety.  The City will make reasonable accommodation for employees whose work 
requirements interfere with a religious belief, unless doing so poses undue hardship on the City.  
Employees needing such accommodation are instructed to contact their supervisor or the 
Human Resources Director immediately. 
 
 

Sexual Harassment 
 

The City strongly opposes sexual harassment and inappropriate sexual conduct.  Sexual 
harassment is defined a unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when: 
 

• Submission to such conduct is made explicitly or implicitly a term or condition of 
employment. 

• Submission to or rejection of such conduct is used as the basis for decisions affecting an 
individual’s employment. 
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• Such conduct has the purpose or effect of substantially interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive work environment. 

 

All employees are expected to always conduct themselves in a professional and businesslike 
manner.  Conduct which may violate this policy includes, but is not limited to, sexually implicit 
or explicit communications whether in: 

 

• Written form, such as cartoons, posters, calendars, notes, letters, e-mails. 

• Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 
gossiping or questions about another’s sex life, or repeated unwanted requests for dates. 

• Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, 
fondling, kissing, massaging, and brushing up against another’s body. 

 

Complaint Procedure 
 

If you believe there has been a violation of the EEO policy or harassment based on the 
protected classes listed above, including sexual harassment, please use the following complaint 
procedure.  The City expects employees to make a timely complaint to enable the City to 
investigate and correct any behavior that may be in violation of this policy. 
 
Report the incident to your immediate supervisor or department head who will investigate the 
matter and take corrective action.  Your complaint will be kept as confidential as practicable.  If 
you prefer not to go to either of these individuals with your complaint, you should report the 
incident to the Human Resources Director.   
 
The City prohibits retaliation against any employee for filing a complaint under this policy or for 
assisting in a complaint investigation.  If you believe there has been a violation of our EEO or 
retaliation standard, please follow the complaint procedure outlined above. 
 
If the City determines that an employee’s behavior is in violation of this policy, disciplinary action 
will be taken, up to and including termination of employment. 
 

Employee Status 
 

Full-time Employee 
An employee normally scheduled to work 40 hours per week.  Full-time employees are currently 
eligible for all City benefits. 
 
Part-time Employee 
An employee normally scheduled to work less than 40 hours per week.  Part-time employees 
are currently eligible for some City benefits on a pro-rated basis based on average hours 
worked. 
 
Temporary/Seasonal Employee 
An employee who is hired in a job established for a temporary period or for a specific 
assignment.  Temporary/Seasonal employees are currently ineligible for City benefits. 
 
Exempt Employee 
An employee who is not eligible for overtime pay 
 
Nonexempt Employee 
An employee who is eligible for overtime pay  
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EMPLOYEE BENEFITS 
 
 

Employee Insurance Coverage 
 

The City of Sheridan provides employee insurance programs for full-time, employees. Part-time 
employees are eligible for insurance coverage at a prorated rate based on average hours 
worked.  The City, at its discretion, has the right to change its health insurance coverage by 
increasing deductibles and/or changing coverage.  Retired employees may choose to sign up for 
retiree health insurance coverage through our current provider, Wyoming Educators Benefits 
Trust (WEBT), provided they meet the following conditions: 
 
1. The retiring employee must have a combination of years of service and age totaling eighty 

(80). 
2. The retiring employee must not be eligible for medical coverage under any other group or 

through Medicare/Medicaid.   
3. The retired employee shall be responsible for the payment of all premiums for his/her 

insurance benefits. 
 
For more specific information on benefit coverage and provisions, please refer to the 

appropriate plan documents or contact the Human Resources Department. 
 
 

Vacation Leave 
   

Vacation leave accrues monthly.  Accruals will be calculated at the beginning of the week when 
an employee receives the second paycheck of each month if the employee worked during the 
previous month.  Employees may use accrued leave as soon as it is accrued.   
 
Employees transferring within a department or between departments shall retain their years of 
service for accrual rates. 
 
1. Vacation leave for full-time and part-time employees accrues as follows: 
 

    a)    Full-time Employees 
     

Length of Service Vacation Leave 

0 through 4 years 9680 hours/yr 

5 through 9 years 120 hours/yr 

10 through 14 years 160 hours/yr 

15 through 24 years 200 hours/yr 

25 or more years 240 hours/yr 

 
b)     Part-time Employees     

 

30+ hrs worked/wk Vacation Leave 

0 through 4 years 6 hrs/mo 

5 through 9 years 8 hrs/mo 

10 through 14 years 10 hrs/mo 

15 through 24 years 12 hrs/mo 

25 or more years 14 hrs/mo 
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<30 hrs worked/wk Vacation Leave 

0 through 4 years 4 hrs/mo 

5 through 9 years 6 hrs/mo 

10 through 14 years 8 hrs/mo 

15 through 24 years 10 hrs/mo 

25 or more years 12 hrs/mo 

 
Note:  Since part-time employees do not earn sick leave, they may use vacation time as their 
sick leave.     
 
Suspension of Leave:  
 
Any leave or holidays provided for in this section may be suspended during any period of 
emergency declared by the City Administrator in consultation with the City Governing Body. 
 
Schedule of Leave:  
 
The scheduling of vacation shall be at the discretion of the head of each department Supervisor.   
 
Granting of Vacation Leave:  
 
An employee must request leave through their supervisor at least one (1) week in advance of 
taking leave, unless prior notice was not possible due to unusual circumstances. 
 
Employees must request time off using the electronic timekeeping system and have it approved 
by their supervisor.   
 
Pay in Lieu of Vacation Leave: Pay in lieu of vacation leave will be granted in accordance with 
the following: 
 
a) If an employee’s employment ends and they have unused vacation leave, the employee will 

be paid for the unused accrued vacation leave. 
 
b) If an employee dies and has unused vacation leave, the salary equivalent of the unused 

accrued vacation leave will be payable as directed by the employee’s beneficiary form or to 
the decedent’s estate. 

 
Maximum Accrual:  
 
Accrual of vacation leave will be limited to 240 hours for full time employees Accrual of vacation 
leave will be limited to 120 hours for part time employees who average working 20-30 hours per 
week.  Accrual of vacation leave will be limited to 192 hours for part time employees who 
average working 30-40 hours per week   if an employee’s vacation leave balance reaches the 
limit, there will be no further accrual of vacation leave until the balance is reduced below the 
limit. 
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Sick Leave 
 

The City’s sick leave policy is established to help employees with the financial burden of lost 
work time incurred because of illness. 
 

Sick leave accrues monthly. Accruals will be calculated at the beginning of the week when the 
employee receives the second paycheck of each month if the employee worked the previous 
month.  Employees may use accrued sick leave as soon as it is accrued.   
  
Full-time eEmployees shall be granted sick leave in cases of their own illness if they have leave 
available. Sick leave may also be used for illness or death in the employee’s immediate family. 
Immediate family includes: spouse, child, parent, stepparents, parents-in-law, stepchildren, 
children-in-law, siblings, half-siblings, step-siblings, siblings-in-law, grandparents, step-
grandparents, grandparents-in-law and grandchildren.  Sick leave may also be used for medical, 
dental or optical appointments. 
 

To receive sick leave benefits, an employee must notify their department head or supervisor on 
the first day of absence, or as soon thereafter as possible.    
 

Verification of Illness:   
 

For illness extending for three (3) working days or more, the employee may be required by their 
supervisor to provide a certification of illness and recovery by a physician or practitioner.  
Verification of illness for absences of lesser duration may be requested of the employee at the 
discretion of the supervisor. 
 

Accumulation:   
 
Full time employees will earn eight (8) hours of sick leave for each month of service and may 
accumulate up to 960 hours.  Part time employees will earn six (6) hours of sick leave for each 
month of service and ma accumulate up to 720 hours. 
        
Granting of Sick Leave:  
 

Sick leave must be requested in the electronic timekeeping system. If the sick time was not 
scheduled before the absence, the time must be requested immediately upon return to work by 
the employee. 
                 
Conversion of Sick Leave:  
 

a) Upon separation or termination employees will be paid out one-third of their unused sick 
leave balance. 

 

b) If an employee dies and has unused sick leave, the salary equivalent of one-third (1/3) the 
unused sick leave will be payable as directed by the employee’s beneficiary form or to the 
decedent’s estate. 

 
Leave Donation Program:  
 
The purpose of this program is to provide accrued sick leave to another City employee who, 
because of a serious medical condition, has exhausted all accrued time off. 
 
a) A City employee, who has a minimum of eighty (80) hours of sick leave may donate up to 

sixteen (16) hours of sick leave per calendar year to a City employee who has an immediate 
need for such assistance. Employees who are affected by a serious medical condition may 
request in writing to become sick leave recipients to the Human Resources Director.  The 
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Human Resources Director will email requests and forward requests to all departments for 
posting on department bulletin boards.  The requests will remain posted for ten (10) days.  If, 
after reviewing the request for sick leave donations, a City employee decides to participate in 
the donation program, the donor shall fill out a form specifying the number of hours to be 
donated, and the name of the employee to whom the donation is being made and turn it in to 
the Human Resources department.  Donated leave will be used on a “first in, first used” 
basis. 

 
b) The maximum number of sick leave hours which may be donated to an employee is 120 

days or 960 hours in a year from the time it is requested. 
 
c) Sick leave and vacation leave will not accrue while the employee is using donated leave. 
 

Holidays 
 

The following paid holidays/personal days shall be observed by the City of Sheridan: 
 
1. New Year’s Day 
2. President’s Day 
3. Memorial Day 
4. Independence Day 
5. Labor Day 
6. Veterans Day 
7. Thanksgiving Day 
8. Day After Thanksgiving 
9. Christmas Day 
10. Personal Day  
10.11.   Personal Day 
 

One Personal Day is earned each fiscal year. This Personal Day must be taken during the fiscal 
year it is earned or be forfeited. 
 
Full-time employees will receive eight (8) hours of holiday pay paid at their regular hourly rate for 
each observed holiday and eight (8) hours paid at their regular hourly rate for their Personal 
Day. Part-time employees will be paid holiday hours as follows at their regular hourly rate based 
on average hours worked the month before the holiday: 
   

Average hrs worked/week Holiday Leave 

20-30 hours 4 hours/holiday 

30-40 hours 6 hours/holiday 

  
Paid Holiday and Vacation: 
 
If a paid holiday occurs during an employee’s vacation, the employee shall receive that day as 
holiday time rather than vacation time. 
 
Holiday Occurring on Sunday:  
 
When an observed holiday occurs on a Sunday, the next day, (Monday), shall be the observed 
holiday. 
 
Holiday Occurring on Saturday: 
 
When an observed holiday occurs on a Saturday, the previous day (Friday), shall be the 
observed holiday. 
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Bereavement Leave 
  

All employees shall be granted up to four (4) working days with pay when a death occurs in the 
employee’s immediate family. Immediate family includes: spouse, child, parent, stepparents, 
parents-in-law, stepchildren, children-in-law, siblings, half-siblings, step-siblings, siblings-in-law, 
grandparents, step-grandparents, grandparents-in-law and grandchildren.   If circumstances 
necessitate additional time off, the employee may use other leave, with the approval of their 
supervisor. 
 

Funeral Leave 
 

Funeral leave is intended for use by employees to attend the funeral of a fellow city employee.  
The City Administrator, in conjunction with the department heads, may grant employees up to 
two (2) hours paid leave for funeral leave 
 

Employee Development 
 

The City recognizes the value to the City and community of an educated, trained work force. The 
City understands the need to develop employees to a high level of proficiency. The City will 
strive to promote, transfer and cross-train employees in the best interests of the City. The 
personnel actions described below shall be based solely upon the qualifications of the employee 
and the need for the City to maintain a competent workforce.  
 
Seminar/Conference Fees & Travel Expenses: 
 
a) Seminar/conference fees and travel expenses for pre-approved job-related training classes 

and conferences shall be reimbursed.  
 
b) Employees shall complete the Request to Attend Class or Training Form. The forms are to 

be submitted to the City Administrator, through the Director of Human Resources, for 
signature prior to attendance.   

 
c) Upon completion of the class or conference, employees must complete a request for 

reimbursement, or City credit card reconciliation, and attach all necessary receipts and 
documentation. 

 
Certification Exam Fees: 
 
d) Fees for taking certification examinations needed to advance in their position will also be 

reimbursed by the City upon passing the exam.   
 
Continuing Education Reimbursement: 
 
e) The City Administrator may approve up to $200.00 per credit hour up to a maximum of 

$2,500 per fiscal year (subject to budget approval by the Governing Body) incurred by an 
employee for continuing education through an accredited program that either offers growth in 
an area related to his or her current position or might lead to promotional opportunities.   

 

f) Reimbursement percentage up to the maximum specified above is based on the grade 
received in the class as follows: 
A - 90%  
B - 80%  
C - 70% 
D&F - Nothing   
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g) The employee will be responsible for costs above the per credit hour and/or annual limit.   
 
h) Expenses that may be reimbursed under this program include tuition, fees and books.  In 

order for the employee's expenses to be considered for reimbursement, all of the following 
conditions must be met:   

 
i) The employee must have and maintain satisfactory performance during the period of time 

they are attending school and requesting reimbursement of expenses. 
 
j) The employee must receive a passing grade of "C" or better. 
 
k) The employee must complete a Pre-Approval for Class form and have it approved by their 

Department Head, the HR Director, and the City Administrator prior to taking the course.  
Upon completion of the class, the employee must complete and submit a Reimbursement for 
Class Form along with receipts and evidence of grades for courses taken to their 
Department Head and the City Administrator. 

 
l) Requests for reimbursement must be submitted within 2 months of completion of the course.   
 
m) If an employee leaves City employment prior to completing the course, the City will not 

reimburse course costs.   
 

 

Membership in Professional Organizations or Societies 
 

At the discretion of the City Administrator, an employee’s membership dues in work related 
professional societies and organizations may be paid by the City. 
 

Employee Assistance Plan 
 

The City of Sheridan attempts to provide a practical, constructive mechanism for assisting 
employees with personal problems which may affect the work situation The City of Sheridan 
believes that an employee’s job performance may also be affected when a member of his or her 
family is experiencing personal issues.  For this reason, the City of Sheridan extends the same 
offer of referral to any member of the employee’s immediate family. 
  
The Employee Assistance Program(s) (EAP) areis offered to all employees and their family 
members. 
 
The City of Sheridan will encourage employees and family members who are experiencing 
personal problems to take advantage of the assessment, counseling and referral services 
available. The use of these services is on a voluntary basis through the EAP.  Problems may 
include emotional and mental issues, family concerns, alcohol and drug problems, and 
questions related to financial and legal concerns.  Early intervention and assistance minimizes 
the adverse impact on an employee’s personal/family life and job performance. 
 
An employee’s acceptance, rejection, or failure to respond to treatment does not diminish the 
employee’s responsibility to meet required job performance standards. Employees are only 
eligible for the EAP services while they are active employees. 
 
All EAP services (aAssessment, referral, and short-term counseling, if available, and follow-up) 
through the EAP services, are free of charge. In some instances, referrals to service providers 
outside the EAP may be recommended. Any costs for services outside of the EAP are the 
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employee’s responsibility. The employee is also responsible for determining if the outside 
services recommended by the EAP are covered under his or her health benefit plan.    

      

LEAVES OF ABSENCE 
 

 

Family and Medical Leave Act (FMLA) 
 
The City provides up to 12 weeks of unpaid, job-protected leave to eligible employees for the 
following reasons:   
 

• Incapacity due to pregnancy, prenatal medical care or childbirth; 

• To care for the employee’s child after birth, or placement for adoption or foster care. 

• To care for the employee’s spouse, son or daughter, or parent, who has a serious health 
condition; or 

• For a serious health condition that makes the employee unable to perform the employee’s 
job. 

Where two spouses are employed by the City, their combined leave will be limited to twelve (12) 
work weeks during any twelve-month period if the leave is taken for: 

• birth of the employee's son or daughter or to care for the child after birth 

• for placement of a son or daughter with the employee for adoption or foster care or to care 
for the child after placement 

• to care for the employee's parent with a serious health condition.  

 
Military Family Leave Entitlements:  
 
Eligible employees with a spouse, son, daughter, or parent on active duty or called to active-duty 
status in the National Guard or Reserves in support of a contingency operation may use their 
12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies may 
include attending certain military events, arranging for alternative childcare, addressing certain 
financial and legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings. 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 
weeks of leave to care for a covered service member during a single 12-month period.  A 
covered service member is a current member of the Armed Forces, including a member of the 
National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious 
injury or illness; or a veteran who was discharged or released under conditions other than 
dishonorable at any time during the five-year period prior to the first date the eligible employee 
takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, 
recuperation, or therapy for a serious injury or illness. 
 
 
Benefits and Protections: 
 
During FMLA leave, the City maintains the employee’s health coverage under any group health 
plan on the same terms as if the employee had continued to work.  Employees must continue to 
pay their portion of any insurance premium while on leave.   
 



14 

 

Upon return from FMLA leave, most employees are restored to their original or equivalent 
positions with equivalent pay, benefits, and other employment terms.  Certain highly 
compensated employees (key employees as defined by FMLA) may have limited reinstatement 
rights. 
 
Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the 
start of an employee's leave.   
 
Eligibility Requirements: 
 
Employees are eligible if they have worked for the City for at least 12 months and worked at 
least 1,250 hours over the previous 12 months.    
  
Definition of Serious Health Condition: 
 
A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents the employee from performing the functions of 
the employee’s job or prevents the qualified family member from participating in school or other 
daily activities. 
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health 
care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, 
or incapacity due to a chronic condition.   
 

Use of Leave: 
 
The maximum time allowed for FMLA is 12 weeks in the 12-month period, or 26 weeks as 
explained above.  The twelve (12) month period shall commence the first day leave is used. 
 
An employee does not need to use FMLA leave in one block.  Leave can be taken intermittently 
or on a reduced leave schedule when medically necessary.  Employees must make reasonable 
efforts to schedule leave for planned medical treatment so as not to unduly disrupt the 
employer’s operations.  Leave due to qualifying exigencies may also be taken on an intermittent 
basis 
 
Employees taking intermittent or reduced schedule leave based on planned medical treatment 
and those taking intermittent or reduced schedule family leave with the City's consent may be 
required to temporarily transfer to another job with equivalent pay and benefits that better 
accommodates that type of leave. 
 
Substitution of Paid Leave for Unpaid Leave: 
 
The City requires employees to use accrued paid leave while taking FMLA leave.  Paid leave 
used at the same time as FMLA leave must be taken in compliance with the City's normal paid 
leave policies.  FMLA leave is without pay when paid leave benefits are exhausted. 
 
 
Employee Responsibilities: 
 
Employees must provide 30 days advance notice of the need to take FMLA leave when the 
need is foreseeable.  When 30 days’ notice is not possible, the employee must provide notice as 
soon as is practicable and comply with the City’s normal call-in procedures. 
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Employees must provide sufficient information for the employer to determine if the leave may 
qualify for FMLA protection, the anticipated timing and duration of the leave.  Sufficient 
information may include that the employee is unable to perform job functions; the family member 
is unable to perform daily activities, the need for hospitalization or continuing treatment by a 
health care provider, or circumstances supporting the need for military family leave.  Employees 
also must inform the City if the requested leave is for a reason for which FMLA leave was 
previously taken or certified.   
 
Employees shall be required to provide a certification and periodic recertification supporting the 
need for leave.  The City may require second and third medical opinions at the City's expense.  
Documentation confirming family relationship, adoption, or foster care may be required.  If 
notification and appropriate certification are not provided in a timely manner, approval for leave 
may be denied.  Continued absence after denial of leave may result in disciplinary action in 
accordance with the City's attendance guideline.  Employees on leave must contact the Human 
Resources Director at least two (2) days before their first day of return. 
 
The City's Responsibilities: 
 
The City will inform employees requesting leave whether they are eligible under FMLA.  If they 
are, the notice will specify any additional information required as well as the employees’ rights 
and responsibilities.  If they are not eligible, the City must provide a reason for the ineligibility. 
 
Unlawful Acts: 
 
FMLA makes it unlawful for the Company to: 
 
1) Interfere with, restrain, or deny the exercise of any right provided under FMLA. 
 
2) Discharge or discriminate against any person for opposing any practice made unlawful by 

FMLA or for involvement in any proceeding under or relating to FMLA. 
 
Enforcement: 
 
An employee may file a complaint with the U.S. Department of Labor or may bring a private 
lawsuit against the City. 
 

Military Leave of Absence 
 

Employees having a reserve status in any branch of the U.S. Armed Forces or the Wyoming 
National Guard or National Reserves will be paid up to 15 working days of military leave each 
calendar year to attend training programs. This leave is in addition to any sick and vacation 
leave to which the employee may be entitled. Any leave to fulfill military obligations beyond the 
15 days may be vacation, personal leave, or leave without pay. 
 
A military leave of absence will be granted to employees who are ordered to active duty.  Notice 
of military leave and orders must be given to the supervisor as soon as they are available.  
During the period of active duty, the employees are paid and re-employed in accordance with 
the laws governing veteran’s re-employment rights.  Paid sick and vacation leave continue to 
accrue during unpaid Military Leave. 
 

Workers' Compensation 
 

Employees injured while in the performance of their assigned responsibilities may receive 
benefits as provided by the Workers' Compensation Act.   
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While the employee is receiving temporary disability benefits for on the job injuries, the 
employee will pay his/her contribution to the group health/dental plan.  The City will continue to 
pay the employer's contribution to the group health/dental insurance plan.   
 
The employee may use their accrued sick leave (or other leave) to supplement their temporary 
disability payments to receive their regular wage. 
 
The employee shall use FMLA (if he/she is eligible) leave in conjunction with temporary disability 
leave.    
 
When an injured employee has been off work and receiving temporary total disability benefits, a 
doctor must certify when the employee is able to return to work, full or light duty.  If a doctor 
recommends the employee for light duty, the City will determine if a position exists that the 
employee can do within his/her restrictions.  Light duty is limited to twelve (12) months. 
 
 

Jury Duty or Court Directed Witness 
 

The City recognizes jury duty as a civic responsibility of everyone. Upon presentation of an 
authorized court directive, or equivalent, to the employee’s supervisor, the employee shall be 
granted leave of absence. Employees shall not lose regular pay or leave accrual while serving 
on jury duty or while appearing as a witness on behalf of the City in a court proceeding. 
Employees are expected to report to work on any day that jury duty hours reasonably permit. 
 
An employee required to appear in court as a witness on matters in civil proceedings shall be 
granted vacation leave, personal leave or leave without pay at the discretion of the supervisor. 
Any City employee called as a witness in their official capacity (i.e., Police Officer) will be paid 
for the period they are a witness.  If the employee is called as a witness during off duty periods, 
the employee shall be compensated for a minimum of two (2) hours.  
 
 

Voting 
 

Voting is an important responsibility we all assume as citizens.  The City encourages employees 
to exercise their voting rights in all municipal, state, and federal elections.  Employees shall be 
granted up to two (2) hours off work, at the convenience of the supervisor or department head 
for voting purposes in any primary, general, or special election. If an employee does not have 
three (3) or more consecutive non-working hours during the time the polls are open, up to 1 hour 
of that time may be compensated. 
 

EMPLOYEE COMPENSATION 
 
 

Pay Days 
 

Employees are paid on a biweekly basis, every other Friday. Pay will be automatically deposited 
into the bank account(s) of the employee’s direction. 
 
Pay information may be accessed online through the employee self-service portal.  Please 
contact the Human Resources Department for information on how to set up an account. 
 
 

Overtime Compensation 
 

Non-exempt (hourly) employees receive overtime payment for actual hours worked in excess of 
forty (40) hours per work week at one and one-half times their normal compensation rate.  The 
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work week begins at 12:01 a.m. on Sunday and ends at 12:00 a.m. midnight on Saturday.  All 
overtime is to be approved by the immediate supervisor or department head. Sworn police 
personnel and fire department personnel receive overtime based on FLSA rules that apply and 
the work period established by the department or collective bargaining agreement.  
 
Pay for Exempt Employees 
 

Exempt (salaried) employees must be paid on a salary basis.  This means exempt employees 
will regularly receive a predetermined amount of compensation each pay period based on a 
weekly basis.  The City is committed to complying with salary basis requirements which allows 
properly authorized deductions. 
 
Deductions from salaries that are permissible: 
 

• Personal Absences.  Employers may deduct for full day absences for personal reasons 
other than sickness or disability. 

• Absences for illness or injury.  Employers may deduct for full day absences due to illness 
or injury. 

• Absences for FMLA Leave.  Employers may deduct for full day absences taken as FMLA 
leave and partial day absences for hours taken as intermittent or reduced FMLA leave. 

• Infractions of safety rules.  Employers may deduct for penalties imposed when salaried 
employees violate safety rules. 

• Infractions of workplace conduct rules.  Employers may suspend exempt employees with 
pay for full days for infractions of workplace conduct rules.  This deduction is meant to cover 
only suspensions for "serious workplace misconduct" such as sexual harassment or drug 
and alcohol violations. 

• First or last weeks of employment.  Employers may make partial week payments during 
an employee's first or last weeks of employment. 

If you believe an improper deduction has been made to your salary, you should immediately 
report this information to Human Resources.  Reports of improper deductions will be promptly 
investigated.  If it is determined that an improper deduction has occurred, you will be promptly 
reimbursed. 
 

On-Call Compensation 
 

When an hourly employee’s job requires that he/she be on-call, they will be compensated at a 
flat rate for each hour they are on-call and not scheduled to work. This pay is specifically for the 
employee(s) to be available during non-productive hours. If the employee is scheduled to work 
while he/she is on-call, no flat rate on-call compensation will be provided for the hours worked. If 
the employee is called to duty during any off-duty time, they will be compensated for the hours 
worked (minimum of two hours) at overtime rate in place of the flat rate on-call pay.  The current 
on-call rate of pay is $2.00 per hour. 

 
Job Classification and Compensation Plan 
 

The City shall develop and maintain a job classification and compensation plan covering all 
employees of the City. Each position within the City shall be classified into one of the City's 
classifications for salary purposes and assigned to a particular salary grade.  No person shall be 
employed by the City for any position for which there is not a complete and accurate description 
within the plan.  Market surveys shall be conducted every three to five years to update this plan.  
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The Human Resources Department is responsible for all matters related to the development and 
maintenance of this plan. 
 
Attached at the end of this Employee Handbook are the charts indicating the titles of positions, 
accompanying pay grade and FLSA classification, and the salary scale, titled Appendix A. 
 
The position classification plan shall be used by the City of Sheridan in the following areas: 
 
1. In providing standard job descriptions to promote understanding by public officials, 

employees and the general public.    

2. In determining organizational structure, lines of authority, responsibilities and staffing 
requirements. 

3. Creating an effective recruitment, examination and selection program. 

4. Establishing an employee evaluation and training program. 

5. Providing information to be used in the maintenance of the compensation plan. 

6. Determining promotional steps and assisting in career growth. 

 
Merit/Scale Increases 
 

The City of Sheridan may award merit increases based on Governing Body approved funding (in 
the form of merit raises and/or merit payments, as defined below) to employees based on job 
performance as supported by annual performance appraisals. 
  
The amount of each merit raise will be based upon the availability of funding and equitable 
allocation procedures proposed by the City administration and as approved by the Governing 
Body as a part of each annual budget.  Merit increases may not exceed 5% in the employee’s 
grade. 
  
In the budget, the Governing Body will determine the total amount of funds available for merit 
increases.  
 
A merit increase is defined as a compensation increase based on work performed but not 
associated with a promotion or change in job title.  A merit increase may only be awarded once 
annually. 
  
Two types of merit increases may be awarded: 
 

• Merit Raise – An employee may be granted a merit raise that is added to the employee’s 
base salary. 

 

• Merit Payment – An employee may be granted a lump sum merit payment that is not added 
to the employee’s base salary. Merit payments are subject to the standard payroll 
deductions. 

 
The Governing Body will also determine during the budget process if an adjustment to the entire 
pay scale is necessary, supported by current market conditions and the availability of funds.   
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WORK ENVIRONMENT 
 
 

Drugs & Alcohol 
 

The City is committed to a safe, healthy, and productive work environment for all employees, 
free from the effects of illegal or non-prescribed drugs and alcoholic beverages.  Use of drugs 
and alcohol alters employee judgment resulting in increased safety risks, employee injuries, and 
faulty decision making.  Therefore, the possession, use, sale of controlled substances or alcohol 
on City premises or during City time is prohibited.   
 
The Human Resources Department provides a list of community resources for substance abuse 
treatment and prevention services which is posted throughout the City.   
 
Testing is an important element in the Company’s efforts to ensure a safe and productive work 
environment.  The City has issued a separate plan for this testing program.  Please refer to the 
City of Sheridan Drug and Alcohol Plan for the full plan and contact the Human Resources 
Department or your supervisor if you have specific questions. 

 
Tobacco 
   

The City values its employees and sees smoke-free facilities as a healthier work environment. 
The City is dedicated to providing a healthful, comfortable, productive environment for all 
personnel. 
 
The City of Sheridan prohibits the use of any form of tobacco products, whether smoke or 
smokeless tobacco, in City facilities and City vehicles. This includes, but is not limited to: 
cigarettes, pipes, chewing tobacco, and e-cigarettes (vaping). 
 
 

Anti-Violence 
   

Employees shall not at any time engage in physical or verbal intimidation (including profane 
language), threatening or violent conduct, vandalism, or sabotage. When working, employees 
shall not use firearms and/or possess firearms on their person or in a City vehicle, or engage in 
any other act which in management's opinion is inappropriate in the workplace.  In addition, 
employees must refrain from making inappropriate or offensive comments regarding violent 
events and/or behavior.  The prohibition of certain actions above are permissible if such actions 
are performed or conducted in a manner consistent with the professional standards which are 
required of the employee when acting within their official capacity. Employees are expected to 
report any prohibited conduct to their supervisor. 
 
Employees should directly contact proper law enforcement authorities if they believe there is a 
serious threat to the safety and health of themselves or others. 
 
 

Attendance  
  

All employees are expected to be on time to work.  In addition, regular attendance is considered 
an essential function and it is necessary for the efficient operation of the City.   
 
Employees who are going to be absent or late must contact their supervisor as soon as is 
possible prior to the start of their shift.  Failure to call in when absent for two consecutive days 
will result in termination.   
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During times of inclement weather or natural disaster, it is essential that the City continue to 
provide vital public services.  Therefore, it is expected that employees will make every 
reasonable effort to report to work provided that doing so does not endanger their personal 
safety.  City Administration will notify employees of emergency closures via the City email 
system, or other designated means. 
 
Unless the City Administration announces an emergency closure applicable to an employee's 
position, an employee who is unable to report to work or leaves work early because of inclement 
weather conditions shall be required to use personal or vacation time or leave without pay for 
the time off.   
 
 

Performance Appraisal 
 

All City employees shall receive a written performance appraisal prepared by their supervisor on 
an annual basis. Appraisals are based on the job duties and responsibilities of the employee’s 
position as identified by the approved job description as well as the City of Sheridan Core 
Values. All evaluations shall be discussed with employees and employees will sign the form to 
indicate that the evaluation was discussed with them. The original completed evaluation will be 
maintained with the employee’s personnel file.  
 
Any employee may submit a request for review if they do not agree with their performance 
appraisal.  The request must be in writing and submitted to the Human Resources Department 
within 30 days after the appraisal is given.  The Human Resources Department will review the 
appraisal with the appropriate personnel and respond to the employee in a timely manner. 
 

Employment of Immediate Family (Nepotism Policy) 
 

In some circumstances, hiring immediate family members of current employees may appear to 
involve favoritism and be detrimental to morale and organizational goals. To avoid any possibility 
of favoritism and to prevent other practices or situations which may be detrimental to the City 
and City employees, special rules have been developed regarding the hiring and employment of 
immediate family members. 
 
Immediate family members may be considered for employment with the City. However, under no 
circumstance is a person to be hired or promoted simply because of a relationship with a current 
employee. Also, employees may not attempt to influence employment decisions on behalf of 
immediate family members. 
 
Immediate family members must meet the requirements of the open position and all employment 
procedures will be followed in the hiring of an immediate family member.  
 
Immediate family members may not work together on the same shift in the same department or 
be in a reporting relationship with each other.  
 
If two employees on the same shift in the same department should marry or qualify as 
immediate family members through marriage, it will be necessary for one to move to another 
shift or department as soon as a position is available for which they have the necessary 
qualifications. Provided, with those located in the Police Department may continue in the 
Department when: (1) The employees are in different divisions and approval has been obtained 
by the Police Chief; or (2) If the employees are on the same shift, neither is in a supervisory role 
and approval has been obtained from the Human Resource Director. 
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Outside Employment/Financial Interest 
 

Employees of the City of Sheridan are required to provide the City with satisfactory job 
performance. Accordingly, employment with the City of Sheridan should be the first priority of all 
City employees.  If an employee wishes to engage in outside employment or ownership in a 
business, the employee may do so upon completing the "Notice of Outside Employment of 
Financial Interest” form and having it approved by their Department Head, Human Resources 
Director, and the City Administrator.  If the outside employment or business interest is 
determined to be a conflict of interest, the interest of the City shall prevail.  The City of Sheridan 
recognizes and respects the individual employee's right to engage in activities outside of 
employment which are private in nature and do not in any way conflict with or reflect poorly on 
the City.  It is not possible to define all the circumstances and relationships that might create a 
conflict of interest.  If a situation arises where there is a potential conflict of interest, the 
employee should discuss this with a supervisor. The list below suggests some of the types of 
activity that indicate improper behavior: 
 
1.  Simultaneous employment by another company that is a competitor of or supplier to the City 
of Sheridan. 
 
2.  Carrying on City business with a company in which the employee, or a close relative of the 
employee, has a substantial ownership or interest 
 
3.  Holding a substantial interest in, or participating in the management of, a company from 
which the City makes purchases. 
 
4.  Accepting substantial gifts from an outside organization or company. 
 
5.  Misusing privileged information or revealing confidential data outside the City.   
 
6.  Using one's position in the City or knowledge of its affairs for personal gains.   
 
Employees must also notify the City if they or an immediate family member have a financial 
interest in any company that does business with the City of Sheridan. 
 
 

Electronic Use Policy 
 

Employees of the City of Sheridan will be granted access to the Internet through the City’s 
networked computer system.  Access to City networks offers vast, diverse, and unique 
resources that should promote productivity by facilitating resource sharing, innovation, 
information gathering, and communication.  City employees should be aware that City work 
stations, smart phones, tablets and other equipment, including any data, history or information 
kept, generated, located or transmitted or located on the electronic device is City property, not 
personal property, and should be used accordingly. The destruction, deletion or removal of any 
data, history or information; or prevention of transmission, with the intent to prevent it from being 
made available to the public or the City is a criminal offense and may be grounds from the 
employee’s termination. 
 
Employees who use our computer network will have access to information and people around 
the world.  Unfortunately, it is possible to access unsuitable information or sites on the internet 
even though the City has installed filters and firewalls as preventative measures.  The City is not 
responsible for the quality or content of material that has been created elsewhere.  The City has 
developed guidelines to provide assistance in using the network appropriately. 
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Accessing the City’s networked computer system is a privilege, not a right.  The use of City 
networks should be in support of the functions, goals and objectives of the City.  Employees 
using computers linked to the City network are responsible for adherence to City regulations at 
all times.  It is suggested that Internet use be matched as closely as possible to work activities.   
 
When using the City’s networked computer system, City staff shall adhere to the following 
guidelines: 
 

• Employees should not intentionally send anonymous messages or represent a message to 
have been written by someone else.  All correspondence sent by network users should be 
clearly identifiable as to its originator.  Personal communications between individuals or 
groups should not be quoted without the original author’s prior consent. 
 

• Employees shall not intentionally reveal anyone’s personal information such as name, home 
address, or phone number using the City network.  Employees are not to give out 
passwords, allow others to use their account, or use another individual’s account.  

 

• Employees are not to engage in vandalism.  Vandalism is defined as any malicious attempt 
to physically deface, disable, or destroy computers, peripherals, or other network hardware, 
or to harm or destroy data or another user or any agencies or networks that are connected to 
the system.  This includes, but is not limited to, the creation or intentional transmission of 
computer viruses or other malware or malicious code. 

 

• The City may review, audit and download e-mail messages that are sent or received by its 
staff members and may monitor staff internet access.  All email communication is considered 
public information. 

Due to the technical nature of using the Internet, the City will not be held responsible for any 
damages that employees may suffer as a result of using the network.  This would include the 
loss of data resulting from delays, non-deliveries, miss-deliveries, or service interruptions.  Use 
of any information obtained via the City’s internet service is at the employee’s own risk.  Any 
personal information stored on City computers may be subject to deletion.  The City specifically 
denies any responsibility forof the accuracy or quality of information obtained through its 
services.  City computers are set-up to block unauthorized programs in an attempt to protect 
City computers and the network.  Employees that compromise their workstation or the network 
could lose saved information should unauthorized use require the computer to be fixed.  In this 
situation it may be necessary for City technicians to return the workstation to the base 
configuration.   
 
City employees using the computer network are expected to act in a responsible, ethical, moral, 
and legal manner in accordance with City policy, regulations, and state, federal or local law.  A 
number of actions are prohibited.  No City employee may use the network: 
 
1. To knowingly facilitate illegal activity. 

 
2. To conduct commercial or for-profit activities, except for City purposes which have been 

approved. 
 
3. To intentionally send or post comments which are slanderous or defamatory, or which violate 

state or federal laws or City policies against discrimination, including sexual harassment.  
City employees may not use the network to make threats of violence or to facilitate illegal 
harassment or stalking. 

 
4. To knowingly engage in the unauthorized or illegal installation, distribution, reproduction, or 

use of copyrighted materials. 
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5. To intentionally access or email material which is illegal under state, federal, or local law, 

including, but not limited to child pornography or obscene materials, as defined by law.  No 
City employee may use the network to intentionally access or email websites, files, video, 
images, text, or other material which is pornographic or sexually explicit. 

 
6. To intentionally play games, find entertainment, or conduct personal (non-City) business, 

except that the employees may make occasional, but limited personal use of the network if 
such use is brief in duration, does not interfere with the performance of job duties, does not 
adversely impact the network resources, and is otherwise consistent with all City policies and 
regulations.  

 
7. To intentionally obtain or modify files, passwords or data belonging to another user;  
 
8. To log onto the network using someone else’s password under false pretenses; 
 
9. To fraudulently copy communications, or to knowingly modify files, or other electronic media; 
 
10. To intentionally destroy, modify, or abuse City hardware or software; 
 
11. Any other offense or infraction that the City deems inappropriate. 

All computer files, documents, and software created or stored on the City's computer systems 
are subject to review and inspection at any time.  Employees should not assume that any such 
information is confidential, including e-mail either sent or received. 
 
The inappropriate use of electronic information can be considered a breach of City policy and it 
may be a violation of local, state, or federal laws.  Employees that violate the terms of this policy 
may be subject to disciplinary actions including termination.  (Employees covered by Civil 
Service may be referred to the appropriate Civil Service Commission.)  The City reserves the 
right to deny network access to any user identified as a security risk.  In more serious situations, 
violators will be turned over to the proper legal authorities. 
 
 

Disciplinary Action 
 

Occasionally performance or other behavior falls short of the City's standards and/or 
expectations.  This could be among other reasons, for unacceptable job performance, violations 
of City or departmental policy or nonconformance with acceptable employee behavior.     
 
In the event that discipline is necessary, the following types of actions may be used, depending 
on the specific circumstances:  
  

• Verbal Counseling or Coaching 

• Written Disciplinary Notice 

• Performance Improvement Plan 

• Suspension 

• Demotion 

• Termination 
 
 Department heads or supervisors in consultation with the Human Resources Director and the 
City Administrator shall determine the form of discipline to be applied in any particular 
circumstance.  The City utilizes its discretion to determine when employee discipline is 
appropriate, and what disciplinary measures are appropriate under any particular circumstance.  
Depending on the nature, frequency and severity of the violations involved, and the position and 
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performance history of the employee, disciplinary action may take any of the forms listed above, 
or any other measure that the City believes may be effective in addressing the situation.  
Disciplinary action is not limited to these actions, nor will discipline necessarily be progressive, 
which means that the City reserves the right to select any disciplinary measure without first 
using less serious measures, depending on the circumstances.  All employees are at-will 
employees, meaning that either the City or the employee can terminate the employment 
relationship at any time with or without cause or notice.  The fact that the City may decide to 
impose discipline rather than termination in any particular situation does not alter the at-will 
nature of the employment relationship. 
 
Termination of an employee shall be the responsibility of the Department Head.  The Human 
Resources Director and City Administrator must approve such action in advance. 
 
    

Dispute Resolution Process 
 

An employee who disagrees with or is dissatisfied with a City action or policy should promptly 
discuss the matter with their immediate supervisor, where appropriate.  This discussion should 
be held shortly after the incident.  Timely held discussions will enhance the City's ability to 
resolve concerns while they are fresh in everyone's mind.  The majority of misunderstandings 
can be resolved at this level. 
 
If the solution offered is not satisfactory, or it is inappropriate to go to the supervisor, then 
employees are encouraged to take the problem to the next level or the Human Resources 
Director, whichever is appropriate.   
 

Ethical Conduct 
 

Employees shall conduct their official duties with integrity, impartiality, and in the public interest. 
They shall conduct both their official and private affairs so as not to give a reasonable basis for 
the impression that any employee can be improperly influenced in the performance of their 
official duties. Employees shall conduct themselves as to maintain public confidence in the City. 
Employees should avoid the appearance of conflict between public duties and private interests. 

 

 

Job Vacancies and Posting 
 

Notices of any vacancies in the City shall be sent to all departments by the Human Resources 
Department to be posted on a bulletin board, located in each department, at the same time as 
the position is advertised to the general public. 
 
 

Personnel Files 
 

The City keeps a personnel file as a record of your employment.  It is important for this record to 
be up-to-date and complete.  This enables the City to reach you in an emergency, forward your 
mail, and properly maintain your insurance and other benefits.  It also helps keep track of your 
payroll deductions and many other things that concern you as an employee.  Notify the Human 
Resources Department immediately if you have changes in any of the following areas:  Name, 
residence, telephone, email, marital status, insurance changes, tax changes, emergency 
contact, and other relevant information.    

 

Vehicle Policy 
 

City vehicles shall be operated in compliance with existing State Statutes, City Ordinances, and 
City policies and procedures.  This policy shall supersede any former or current individual 
departmental or divisional policies. 
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Employees operating City vehicles must have in their immediate possession a current, valid, and 
applicable vehicle operator’s license.  Motor Vehicle Records (MVR) will be checked annually on 
all employees. The MVR will be reviewed to ascertain if the employee holds a valid license and 
their driving record is within the parameters set by City management. Should an employee 
knowingly have an invalid, cancelled or suspended license, for any reason, they shall 
immediately notify their supervisor. 
 
MVR checks which reveal any of the following: 

• Driving while intoxicated or while disabled by use of drugs; 

• Refusal to take a breath analyzer test; 

• Two or more preventable accidents in a twelve (12) month period; 

• Fleeing the scene of an accident; 

• Homicide or assault arising out of the operation of a motor vehicle, or criminal negligence in 
the operation of a motor vehicle resulting in death; 

• Driving while license is suspended or revoked; 

• Reckless or dangerous driving which results in injury to a person; 

• Racing; 

• Passing a stopped school bus; 
 
may disqualify the employee from driving any City vehicle, or those vehicles in the care and 
custody of the City.  The disqualification will last until the MVR again meets City requirements, 
the employee has met management requirements or indefinitely, if management determines 
necessary. 
 
Employees must meet the requirements to be covered by the City’s liability and property 
insurance at no additional expense to drive City vehicles. 
 
 

Safety Issues: 
 
City vehicles shall be operated in a reasonable and prudent manner. Safety devices (horns, 
lights, warning devices, etc.) shall be operable and properly utilized. Where existing, seatbelts 
shall be continuously worn by all occupants of City vehicles. Seatbelts must be worn by any 
employee driving for the purpose of work, whether in a personal or City-owned vehicle.  Vehicle 
operators shall not be under the influence of any alcoholic beverage or prohibited drug, nor shall 
the odor of same be on or about their person.  
 
Operator of City Vehicles: 
  
Except as authorized in writing by the City Administrator, City vehicles shall be operated only by 
City employees authorized to do so by their Department Head. In the case of a clearly 
immediate and present emergency, a City vehicle may be temporarily operated by an employee 
or other person not otherwise authorized for its operation. When not in actual use, or when left 
unattended in the course of carrying out City business, City vehicles shall be properly secured. 
When not in actual use, City vehicles shall be properly parked or otherwise housed on city 
property with the exception of when the vehicle is parked at the residence of an employee of is 
officially on-call.. 
 
Use of City Vehicles: 
 
While City vehicles are legitimate tools for performing City business, their use is also 
accompanied by serious responsibility and accountability. Employees will present a professional 
image and exhibit exemplary driving behavior when operating or otherwise utilizing City vehicles.  
To this end, employees shall at all times consider the public’s perception of City vehicle 
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appearance, operator/occupant behavior, and vehicle use and location. Except as otherwise 
specified, City vehicles shall be used for official City business only.  In no circumstances shall 
City vehicles be directly or indirectly used for purposes of personal gain. Prior to and after official 
City travel, City vehicles may be taken home to accommodate employees leaving and arriving 
before or after regular working hours. 
 
Special Provisions: 
 
Passengers – passengers in City vehicles are limited to: 
 

• Employees transported for purposes of carrying out official City business. 

• Persons participating in an approved ride-along program. 

• Persons transported during extreme emergency situation. 

• Persons transported in conjunction with an arrest or other legitimate public safety matter. 

• Non-employees transported for purposes of carrying out other legitimate City business. 

• Other passengers as approved in writing by the applicable Department Head and City 
Administrator. 

 
Employees operating City vehicles on an as-needed or On-call basis are responsible for 
ensuring the reasonable maintenance, safety, repair, and cleanliness of the vehicle operated 
while in their care. 
 
Employees operating a City vehicle to conduct legitimate City business may utilize the vehicle 
for purposes of taking a scheduled meal break in the City, if such break is clearly incidental to a 
reasonably direct travel route to/from work assignments. 
 
Employees temporarily assigned an On-call Vehicle for on-call purposes may use such vehicle 
for commuting while assigned. 
 
Employees assigned an Emergency Service Vehicle, or a temporary-use On-call Vehicle for 
standby duty, may use such vehicle for deminimus personal purposes (the occasional stop or 
errand performed between work locations or commuting points). 
 
 

Travel Policy 
 
For all business-related travel, employees shall complete the Request to Attend Training or 
Travel Pre-Approval Forms. The forms are to be submitted to the City Administrator, through the 
Director of Human Resources, for signature prior to attendance.   
 
Employees shall refer to the formal Travel Policy for information on travel expense 
reimbursements. 

 
Two Way Radio, Cellular Telephone & Personal Electronic Device Use Policy 
 

City issued and personal Cellular Telephones, two-way radios and other personal electronic 
devices (communication devices) are issued to enhance communications and provide for better 
customer service and should be used in a safe and appropriate manner.   
 

This Policy: 

 

a. Applies to all City employees and volunteers, except where specifically exempted. 
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b. Applies to the use of both city and personal cell phones; and personal electronic devices 
Supervisors may determine are unsafe. 

 

c. Applies to the operation of city-owned vehicles at all times. 
 

d. For personal communications devices, this policy applies when “on the clock” for the City, 
including when operating a personal vehicle when “on the clock”. 

 

e. For City issued personal communication devices, this policy applies at all times regardless of 
whether the employee is working. 

 

f. Applies when use interferes with the performance of job tasks. 
 

g. Shall serve as the base Policy. Individual Department Heads and Division Managers and 
Supervisors may enact more stringent policies and directives for their individual departments 
and divisions. 

 
The following are some guidelines for appropriate uses: 
 
All employees shall: 

 

h. Avoid unnecessary cell phone or two-way radio use. 
 
i. Keep two-way radio traffic and cell phone conversations brief. 
 
j. Pull off the road and stop before dialing to make calls or receiving calls. 
 
k. Do not drive while talking on the cell phone unless you have hands free models/adapters or 

other technological advances for improved safety and your department otherwise permits it. 
 
l. Avoid any other activities that can lead to distracted driving. 
 
Employees shall also comply with all current applicable laws (City, State and Federal).  

 

Honor Code 
 

It is the policy of the City of Sheridan that all employees are to report to management all any 
activity that he/she considers to be illegal or dishonest.  The employee is not responsible for 
investigating the activity or for determining fault or corrective measures; appropriate 
management officials are charged with these responsibilities.  Examples of illegal or dishonest 
activities are violations of federal, state, or local laws including but not limited to discrimination, 
harassment, OSHA concerns, ADA, FMLA, etc.  If any employee has knowledge of or a concern 
of illegal or dishonest fraudulent activity, the employee is to contact his/her immediate supervisor 
or the Human Resources Director.  The employee must exercise sound judgment to avoid 
baseless allegations.  An employee who files a false report of wrongdoing will be subject to the 
City's disciplinary process.  Protections are provided for the reporting employee in two important 
areas -- confidentiality and against retaliation.  Insofar as possible, the confidentiality of the 
employee will be maintained.  However, identity may have to be disclosed to conduct a thorough 
investigation, to comply with the law and to provide accused individuals their legal rights of 
defense.  The City will not retaliate against a reporting employee.  This includes, but is not 
limited to, protection from retaliation in the form of an adverse employment action such as 
termination, compensation decreases, or poor work assignments.  Any employee who believes 
he/she is being retaliated against for reporting an illegal or dishonest activity must contact the 
Human Resources Director immediately.  The right of the employee for protection against 
retaliation does not include immunity for any personal wrongdoing that is alleged and 
investigated.   
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Severability Clause 
 

If any part of this handbook shall be held to be unconstitutional or invalid, it shall not affect the 
balance of this Employee Handbook. 
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ACKNOWLEDGMENT OF RECEIPT 
 
 
I HAVE RECEIVED A COPY OF THE EMPLOYEE HANDBOOK DATED 7/1/223.  I UNDERSTAND 
THAT I AM TO BECOME FAMILIAR WITH ITS CONTENTS.  FURTHER, I UNDERSTAND: 
 
THE INFORMATION IN THIS HANDBOOK IS FOR GENERAL INFORMATION ONLY.  IT GENERALLY 
OUTLINES YOUR RESPONSIBILITIES, BENEFITS, AND CITY GUIDELINES RELATED TO THE 
WORKPLACE.  THE GUIDELINES, PRACTICES, AND PROGRAMS DESCRIBED IN THE HANDBOOK 
ARE SUBJECT TO CHANGE AT ANY TIME WITH OR WITHOUT NOTICE AND MAY NOT BE ALL-
INCLUSIVE.  WHERE THIS HANDBOOK CONFLICTS WITH BENEFIT PLAN DOCUMENTS, CIVIL 
SERVICE STATUTES, OR A COLLECTIVE BARGAINING AGREEMENT, THE PLAN DOCUMENTS, 
STATUTES, AND THE AGREEMENT WILL PREVAIL.   
 
AT THE CITY OF SHERIDAN, NEITHER THE EMPLOYEE NOR THE CITY IS COMMITTED TO AN 
EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD OF TIME.  EMPLOYMENT WITH THE CITY 
OF SHERIDAN IS AT-WILL.  EITHER THE EMPLOYEE OR THE CITY HAS THE RIGHT TO 
TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON (EXCEPT 
INSOFAR AS SUCH MAY BE COVERED BY A LEGALLY BINDING COLLECTIVE BARGAINING 
AGREEMENT OR CIVIL SERVICE RULES).  THIS HANDBOOK AND ANY VERBAL STATEMENTS BY 
THE CITY ARE NOT INTENDED TO AND WILL NOT CONSTITUTE A CONTRACT OF EMPLOYMENT, 
EITHER EXPRESSED OR IMPLIED, NOR IS THERE A GUARANTEE OF EMPLOYMENT FOR ANY 
SPECIFIC DURATION.  NO REPRESENTATIVE OF THE CITY, OTHER THAN THE GOVERNING 
BODY, HAS AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY 
SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, APPROVED BY THE 
GOVERNING BODY, AND SIGNED BY THE EMPLOYEE.  THIS HANDBOOK SUPERCEDES ALL 
PREVIOUSLY ISSUED EDITIONS. 
 
 
 
 
______________________________    __________________________  

EMPLOYEE NAME (PRINTED)     DATE 
 
 
 
 
______________________________ 
EMPLOYEE SIGNATURE 
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APPENDIX A 
 

Position/Grade Analysis 
 

DEPT       POSITION           GRADE           FLSA 
 

AD/1                    City Administrator                                       28  E 
AD/2                    Executive Assistant     16             E  
     
CC/1 City Clerk 23  E 
CC/2 Assistant City Clerk                                         16  NE 
     
FD/1 Fire Chief 25  E 
FD/2                    Division Chief of Operations                                            F5                     NE 
FD/3 Fire Captain F4  NE 
FD/4 Firefighter II F3  NE 
FD/5 Firefighter I                                                                      F1                     NE 
FD/6 Administrative Coordinator 14  NE 
     
HR/1 Human Resources Director 25  E 
HR/2 Senior Human Resources Generalist 18  E 
HR/2 Human Resources Generalist 16  E 
     
PD/1 Police Chief 25  E 
PD/2                    Police Captain                                                                 23           E 
PD/3 Police Lieutenant 22  E 
PD/4 Police Sergeant 20  NE 
PD/5 Administrative Services Manager 20  E 
PD/6 Police Corporal 18  NE 
PD/7 Police Officer  16  NE 
PD/8 Administrative Coordinator 14  NE 
PD/9 Community Service Officer 13  NE 
PD/10 Communications Technician  13  NE 
PD/11 Evidence Technician 12  NE 
PD/12 Records Technician 10  NE 
     
PK/1                     Parks Director  25  E 
PK/2                     Parks Superintendent                                                     21                     E 
PK/3                     Golf Course Superintendent                                           16                     NE 
PK/4                     Natural Resources Coordinator 14  NE 
PK/5                     Golf Course Assistant Superintendent                           14                     NE 
PK/6                      Landscape Technician                                                  12                     NE 
PK/7                      Cemetery Foreman 12  NE 
PK/8                      Grounds Maintenance Coordinator 12  NE 
PK/9                      Weed & Pest Technician 12  NE 
PK/10                    Grounds Maintenance Worker II 11  NE 
PK/10                    Grounds Maintenance Worker I 10  NE 
 
PW/1 Public Works Director 25  E 
PW/2 Administrative Coordinator 14  NE 
     
PW-BD/1 Building/Fire Code Official 24  E 
PW-BD/2             Inspection Supervisor                                                     18                      E 
PW-BD/3 Building Inspector II 18  NE 
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PW-BD/3 Building Inspector I 17  NE 
PW-BD/4 Permit Technician II 12  NE 
PW-BD/5 Permit Technician I         11             NE 
PW-BD/6 Code Compliance Officer    17  NE 
     
PW-CD/1 Community Development Director 23  E 
PW-CD/2 Planning Technician 14  NE  
 
PW-CE/1             City Engineer 24   E 
PW-CE/3 Senior Project Engineer  22  E 
PW-CE/4 Project Engineer                   21  E 
PW-CE/5 Engineering Technician  19  E 
 
 
 
 
     
PW-SHP/1            Shop Supervisor 18  E 
PW-SHP/2            Mechanic II 14  NE 
PW-SHP/3            Mechanic I 13  NE 
     
PW-ST/1               Street Maintenance Superintendent 21  E 
PW-ST/2               Street Maintenance Supervisor 17  NE 
PW-ST/3               Street Maintenance Specialist II 14  NE 
PW-ST/4               Street Maintenance Specialist I 13  NE 
PW-ST/5               Street Maintenance Technician III 12  NE 
PW-ST/6               Street Maintenance Technician II 11  NE 
PW-ST/7               Street Maintenance Technician I 10  NE 
PW-ST/8               Administrative Assistant 12  NE 
     
PW-TS/1               Traffic & Sign Supervisor 17  NE 
PW-TS/2               Sign Technician III 13  NE 
PW-TS/3               Sign Technician II 12  NE 
PW-TS/4               Sign Technician I 11  NE 
     
TR/1                      City Treasurer 25  E 
TR/2                      Assistant City Treasurer 21  E 
TR/3                      Staff Accountant  17  E 
TR/4                      Accounts Payable/Payroll Technician 14  NE 
TR/5                      Purchasing/Accounts Payable Technician                    12  NE  
 
UT/1                      Utilities Director 25  E 
UT/2                      Administrative Coordinator 14  NE  
     
UT-CS/1               Customer Service Supervisor  19  E 
UT-CS/2               Customer Service Specialist 12  NE 
UT-CS/3               Clerk of Court 12  NE 
     
UT-IT/1                Information Technology Manager 22  E 
UT-IT/2                Information Technology Specialist 171  NE 
     
UT-SW/1             Solid Waste Superintendent 21  E 
UT-SW/2             Landfill Supervisor 17  E 

 
1 May be designated Senior Information Technology Specialist and placed a grade 19. 
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UT-SW/3             Sanitation & Recycling Supervisor 17  E 
UT-SW/4             Solid Waste & Recycling Coordinator 14  NE 
UT-SW/5             Senior Landfill Equipment Operator                                14  NE 
UT-SW/6 Senior Sanitation/Recycling Equip Operator                   14  NE 
UT-SW/7 Landfill Equipment Operator IV 13  NE 
UT-SW/8 Sanitation & Recycling Equipment Operator IV 13  NE 
UT-SW/9 Landfill Technician 12  NE 
UT-SW/10 Landfill Equipment Operator III 12  NE 
UT-SW/11 Sanitation & Recycling Equipment Operator III 12  NE 
UT-SW/12 Landfill Equipment Operator II 11  NE 
UT-SW/13 Sanitation & Recycling Equipment Operator II 11  NE 
UT-SW/14 Landfill Equipment Operator I 10  NE 
UT-SW/15 Sanitation & Recycling Equipment Operator I 10  NE 
UT-SW/16 Landfill Attendant 10  NE 
UT-SW/17 Solid Waste/Recycling Worker   9  NE 
UT-SW/18 Landfill Worker    9  NE 
     
UT-UM/1 Utility Maintenance Superintendent 21  E 
UT-UM/2 Utility Maintenance Supervisor 17  NE 
UT-UM/3 Utility Maintenance Operator III 14  NE 
UT-UM/4 Utility Maintenance Operator II 13  NE 
UT-UM/5 Utility Maintenance Operator I 121   NE 
UT-UM/5 Utility Maintenance Operator in Training 121  NE 
UT-UM/6 Administrative Assistant 12  NE 
     
UT-US/1 Assistant Utilities Director 23  E 
UT-US/2 Utility Services Technician 17  NE 
UT-US/3              GIS Specialist                                                                  16             NE 
     
UT-WT/1 Water Supply &Treatment Superintendent 21  E 
UT-WT/2 Water Treatment Plant Supervisor 17  NE 
UT-WT/3 Source Water-Intake Operator 14  NE 
UT-WT/4 Water Treatment Plant Operator IV 14  NE 
UT-WT/4 Water Treatment Plant Operator III 13  NE 
UT-WT/4 Water Treatment Plant Operator II 12  NE 
UT-WT/4 Water Treatment Plant Operator I 122  NE  
UT-WT/4 Water Treatment Plant Operator in Training 122  NE 
UT-WT/5 Office Assistant 10  NE 
     
UT-WWT/1 Wastewater Treatment Plant Superintendent 21  E 
UT-WWT/2 WWTP Operations Coordinator 15  NE 
UT-WWT/3 WWTP Maintenance Mechanic Coordinator 15  NE 
UT-WWT/4 WWTP Maintenance Mechanic 14  NE 
UT-WWT/5 Wastewater Treatment Plant Operator IV 14  NE 
UT-WWT/4 WWTP Mechanic Technician 13  NE 
UT-WWT/6 Wastewater Treatment Plant Operator III 13  NE 
UT-WWT/7 Wastewater Treatment Plant Operator II 12  NE 
UT-WWT/4 WWTP Mechanic in Training 12  NE 
UT-WWT/8 Wastewater Treatment Plant Operator I 122  NE 
UT-WWT/8 Wastewater Treatment Plant Operator in Training 122  NE 
 
 
2 Advance 2.5% when employee obtains Level I certification & advance 2.5% when employee   
obtains Level II certification.  
  



 

 

Appendix A -  City of Sheridan Salary Scale – 7/1/237/1/22 
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Grade A B C D E F G H I J K L M N O P Q

1 23,624.34 23,919.65 24,218.64 24,521.38 24,827.90 25,138.24 25,452.47 25,770.63 26,092.76 26,418.92 26,749.16 27,083.52 27,422.07 27,764.84 28,111.90 28,463.30 28,819.09

2 24,820.33 25,130.58 25,444.71 25,762.77 26,084.81 26,410.87 26,741.00 27,075.27 27,413.71 27,756.38 28,103.33 28,454.62 28,810.31 29,170.44 29,535.07 29,904.25 30,278.06

3 26,076.86 26,402.82 26,732.85 27,067.01 27,405.35 27,747.92 28,094.77 28,445.95 28,801.53 29,161.54 29,526.06 29,895.14 30,268.83 30,647.19 31,030.28 31,418.16 31,810.88

4 27,397.00 27,739.46 28,086.20 28,437.28 28,792.75 29,152.66 29,517.06 29,886.03 30,259.60 30,637.85 31,020.82 31,408.58 31,801.19 32,198.70 32,601.19 33,008.70 33,421.31

5 28,783.97 29,143.77 29,508.07 29,876.92 30,250.38 30,628.51 31,011.37 31,399.01 31,791.50 32,188.89 32,591.25 32,998.64 33,411.12 33,828.76 34,251.62 34,679.77 35,113.26

6 30,241.16 30,619.17 31,001.91 31,389.44 31,781.80 32,179.08 32,581.32 32,988.58 33,400.94 33,818.45 34,241.18 34,669.20 35,102.56 35,541.34 35,985.61 36,435.43 36,890.87

7 31,772.12 32,169.27 32,571.38 32,978.53 33,390.76 33,808.14 34,230.74 34,658.63 35,091.86 35,530.51 35,974.64 36,424.32 36,879.63 37,340.62 37,807.38 38,279.97 38,758.47

8 33,380.58 33,797.84 34,220.31 34,648.07 35,081.17 35,519.68 35,963.68 36,413.22 36,868.39 37,329.24 37,795.86 38,268.31 38,746.66 39,230.99 39,721.38 40,217.90 40,720.62

9 35,070.47 35,508.85 35,952.71 36,402.12 36,857.15 37,317.86 37,784.34 38,256.64 38,734.85 39,219.04 39,709.27 40,205.64 40,708.21 41,217.06 41,732.28 42,253.93 42,782.10

10 36,845.92 37,306.49 37,772.82 38,244.98 38,723.04 39,207.08 39,697.17 40,193.38 40,695.80 41,204.50 41,719.56 42,241.05 42,769.06 43,303.68 43,844.97 44,393.03 44,947.95

11 38,711.24 39,195.13 39,685.07 40,181.13 40,683.40 41,191.94 41,706.84 42,228.17 42,756.03 43,290.48 43,831.61 44,379.50 44,934.25 45,495.92 46,064.62 46,640.43 47,223.44

12 40,671.00 41,179.38 41,694.13 42,215.30 42,742.99 43,277.28 43,818.25 44,365.98 44,920.55 45,482.06 46,050.58 46,626.22 47,209.04 47,799.16 48,396.65 49,001.60 49,614.12

13 42,729.97 43,264.09 43,804.89 44,352.45 44,906.86 45,468.19 46,036.55 46,612.00 47,194.65 47,784.59 48,381.89 48,986.67 49,599.00 50,218.99 50,846.73 51,482.31 52,125.84

14 44,893.17 45,454.33 46,022.51 46,597.80 47,180.27 47,770.02 48,367.15 48,971.74 49,583.88 50,203.68 50,831.23 51,466.62 52,109.95 52,761.32 53,420.84 54,088.60 54,764.71

15 47,165.89 47,755.46 48,352.40 48,956.81 49,568.77 50,188.38 50,815.73 51,450.93 52,094.07 52,745.24 53,404.56 54,072.11 54,748.02 55,432.37 56,125.27 56,826.84 57,537.17

16 49,553.66 50,173.08 50,800.24 51,435.25 52,078.19 52,729.17 53,388.28 54,055.63 54,731.33 55,415.47 56,108.16 56,809.52 57,519.63 58,238.63 58,966.61 59,703.70 60,449.99

17 52,062.31 52,713.09 53,372.01 54,039.16 54,714.65 55,398.58 56,091.06 56,792.20 57,502.10 58,220.88 58,948.64 59,685.50 60,431.57 61,186.96 61,951.80 62,726.20 63,510.27

18 54,697.97 55,381.69 56,073.96 56,774.89 57,484.58 58,203.13 58,930.67 59,667.30 60,413.15 61,168.31 61,932.91 62,707.08 63,490.91 64,284.55 65,088.11 65,901.71 66,725.48

19 57,467.05 58,185.39 58,912.71 59,649.12 60,394.73 61,149.67 61,914.04 62,687.96 63,471.56 64,264.96 65,068.27 65,881.62 66,705.14 67,538.96 68,383.19 69,237.98 70,103.46

20 60,376.32 61,131.03 61,895.16 62,668.85 63,452.22 64,245.37 65,048.43 65,861.54 66,684.81 67,518.37 68,362.35 69,216.88 70,082.09 70,958.12 71,845.09 72,743.16 73,652.45

21 66,644.16 67,477.22 68,320.68 69,174.69 70,039.37 70,914.87 71,801.30 72,698.82 73,607.55 74,527.65 75,459.24 76,402.48 77,357.51 78,324.48 79,303.54 80,294.83 81,298.52

22 73,562.69 74,482.22 75,413.25 76,355.91 77,310.36 78,276.74 79,255.20 80,245.89 81,248.97 82,264.58 83,292.88 84,334.05 85,388.22 86,455.57 87,536.27 88,630.47 89,738.35

23 81,199.44 82,214.43 83,242.12 84,282.64 85,336.17 86,402.88 87,482.91 88,576.45 89,683.65 90,804.70 91,939.76 93,089.01 94,252.62 95,430.78 96,623.66 97,831.46 99,054.35

24 85,310.16 86,376.54 87,456.25 88,549.45 89,656.32 90,777.02 91,911.74 93,060.63 94,223.89 95,401.69 96,594.21 97,801.64 99,024.16 100,261.96 101,515.23 102,784.17 104,068.98

25 89,628.99 90,749.35 91,883.72 93,032.27 94,195.17 95,372.61 96,564.77 97,771.83 98,993.97 100,231.40 101,484.29 102,752.85 104,037.26 105,337.72 106,654.44 107,987.62 109,337.47

26 98,933.64 100,170.31 101,422.43 102,690.21 103,973.84 105,273.52 106,589.43 107,921.80 109,270.82 110,636.71 112,019.67 113,419.92 114,837.66 116,273.13 117,726.55 119,198.13 120,688.11

27 109,204.22 110,569.27 111,951.39 113,350.78 114,767.67 116,202.26 117,654.79 119,125.48 120,614.55 122,122.23 123,648.75 125,194.36 126,759.29 128,343.78 129,948.08 131,572.43 133,217.09

28 120,541.03 122,047.79 123,573.39 125,118.06 126,682.03 128,265.56 129,868.88 131,492.24 133,135.89 134,800.09 136,485.09 138,191.15 139,918.54 141,667.52 143,438.37 145,231.35 147,046.74  
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Grade R S T U V W X Y Z AA AB AC AD AE AF AG AH AI

1 29,179.33 29,544.07 29,913.37 30,287.29 30,665.88 31,049.20 31,437.32 31,830.29 32,228.16 32,631.02 33,038.90 33,451.89 33,870.04 34,293.41 34,722.08 35,156.11 35,595.56 36,040.50

2 30,656.53 31,039.74 31,427.74 31,820.58 32,218.34 32,621.07 33,028.83 33,441.69 33,859.72 34,282.96 34,711.50 35,145.39 35,584.71 36,029.52 36,479.89 36,935.89 37,397.59 37,865.05

3 32,208.52 32,611.13 33,018.77 33,431.50 33,849.39 34,272.51 34,700.92 35,134.68 35,573.86 36,018.54 36,468.77 36,924.63 37,386.19 37,853.51 38,326.68 38,805.77 39,290.84 39,781.97

4 33,839.08 34,262.07 34,690.34 35,123.97 35,563.02 36,007.56 36,457.65 36,913.37 37,374.79 37,841.98 38,315.00 38,793.94 39,278.86 39,769.85 40,266.97 40,770.31 41,279.94 41,795.94

5 35,552.18 35,996.58 36,446.54 36,902.12 37,363.40 37,830.44 38,303.32 38,782.11 39,266.89 39,757.73 40,254.70 40,757.88 41,267.35 41,783.20 42,305.49 42,834.30 43,369.73 43,911.85

6 37,352.01 37,818.91 38,291.65 38,770.29 39,254.92 39,745.61 40,242.43 40,745.46 41,254.78 41,770.46 42,292.59 42,821.25 43,356.51 43,898.47 44,447.20 45,002.79 45,565.33 46,134.89

7 39,242.95 39,733.49 40,230.16 40,733.04 41,242.20 41,757.73 42,279.70 42,808.20 43,343.30 43,885.09 44,433.65 44,989.07 45,551.44 46,120.83 46,697.34 47,281.06 47,872.07 48,470.47

8 41,229.63 41,745.00 42,266.81 42,795.15 43,330.09 43,871.71 44,420.11 44,975.36 45,537.55 46,106.77 46,683.11 47,266.65 47,857.48 48,455.70 49,061.39 49,674.66 50,295.59 50,924.29

9 43,316.88 43,858.34 44,406.57 44,961.65 45,523.67 46,092.72 46,668.88 47,252.24 47,842.89 48,440.93 49,046.44 49,659.52 50,280.26 50,908.77 51,545.13 52,189.44 52,841.81 53,502.33

10 45,509.80 46,078.67 46,654.65 47,237.84 47,828.31 48,426.16 49,031.49 49,644.38 50,264.94 50,893.25 51,529.42 52,173.53 52,825.70 53,486.02 54,154.60 54,831.53 55,516.93 56,210.89

11 47,813.73 48,411.40 49,016.54 49,629.25 50,249.62 50,877.74 51,513.71 52,157.63 52,809.60 53,469.72 54,138.09 54,814.82 55,500.00 56,193.75 56,896.18 57,607.38 58,327.47 59,056.56

12 50,234.30 50,862.23 51,498.01 52,141.73 52,793.50 53,453.42 54,121.59 54,798.11 55,483.09 56,176.62 56,878.83 57,589.82 58,309.69 59,038.56 59,776.54 60,523.75 61,280.30 62,046.30

13 52,777.41 53,437.13 54,105.09 54,781.41 55,466.17 56,159.50 56,861.50 57,572.26 58,291.92 59,020.57 59,758.32 60,505.30 61,261.62 62,027.39 62,802.73 63,587.77 64,382.61 65,187.40

14 55,449.27 56,142.38 56,844.16 57,554.72 58,274.15 59,002.58 59,740.11 60,486.86 61,242.95 62,008.48 62,783.59 63,568.38 64,362.99 65,167.53 65,982.12 66,806.90 67,641.98 68,487.51

15 58,256.39 58,984.59 59,721.90 60,468.42 61,224.28 61,989.58 62,764.45 63,549.01 64,343.37 65,147.66 65,962.01 66,786.53 67,621.36 68,466.63 69,322.46 70,189.00 71,066.36 71,954.69

16 61,205.62 61,970.69 62,745.32 63,529.64 64,323.76 65,127.80 65,941.90 66,766.18 67,600.75 68,445.76 69,301.33 70,167.60 71,044.70 71,932.75 72,831.91 73,742.31 74,664.09 75,597.39

17 64,304.15 65,107.95 65,921.80 66,745.82 67,580.15 68,424.90 69,280.21 70,146.21 71,023.04 71,910.83 72,809.71 73,719.84 74,641.33 75,574.35 76,519.03 77,475.52 78,443.96 79,424.51

18 67,559.55 68,404.04 69,259.09 70,124.83 71,001.39 71,888.91 72,787.52 73,697.37 74,618.58 75,551.31 76,495.71 77,451.90 78,420.05 79,400.30 80,392.81 81,397.72 82,415.19 83,445.38

19 70,979.75 71,867.00 72,765.34 73,674.90 74,595.84 75,528.29 76,472.39 77,428.29 78,396.15 79,376.10 80,368.30 81,372.91 82,390.07 83,419.94 84,462.69 85,518.48 86,587.46 87,669.80

20 74,573.10 75,505.26 76,449.08 77,404.69 78,372.25 79,351.91 80,343.80 81,348.10 82,364.95 83,394.52 84,436.95 85,492.41 86,561.06 87,643.08 88,738.62 89,847.85 90,970.95 92,108.08

21 82,314.75 83,343.68 84,385.48 85,440.30 86,508.30 87,589.66 88,684.53 89,793.08 90,915.50 92,051.94 93,202.59 94,367.62 95,547.22 96,741.56 97,950.83 99,175.21 100,414.90 101,670.09

22 90,860.08 91,995.83 93,145.78 94,310.10 95,488.98 96,682.59 97,891.12 99,114.76 100,353.70 101,608.12 102,878.22 104,164.20 105,466.25 106,784.58 108,119.39 109,470.88 110,839.26 112,224.76

23 100,292.53 101,546.19 102,815.51 104,100.71 105,401.97 106,719.49 108,053.48 109,404.15 110,771.71 112,156.35 113,558.31 114,977.78 116,415.01 117,870.19 119,343.57 120,835.37 122,345.81 123,875.13

24 105,369.84 106,686.96 108,020.55 109,370.81 110,737.94 112,122.17 113,523.69 114,942.74 116,379.52 117,834.27 119,307.20 120,798.54 122,308.52 123,837.37 125,385.34 126,952.66 128,539.57 130,146.31

25 110,704.19 112,087.99 113,489.09 114,907.70 116,344.05 117,798.35 119,270.83 120,761.71 122,271.24 123,799.63 125,347.12 126,913.96 128,500.39 130,106.64 131,732.97 133,379.64 135,046.88 136,734.97

26 122,196.71 123,724.17 125,270.72 126,836.60 128,422.06 130,027.34 131,652.68 133,298.34 134,964.57 136,651.62 138,359.77 140,089.27 141,840.38 143,613.39 145,408.55 147,226.16 149,066.49 150,929.82

27 134,882.30 136,568.33 138,275.44 140,003.88 141,753.93 143,525.85 145,319.92 147,136.42 148,975.63 150,837.82 152,723.30 154,632.34 156,565.24 158,522.31 160,503.84 162,510.13 164,541.51 166,598.28

28 148,884.82 150,745.88 152,630.21 154,538.09 156,469.81 158,425.68 160,406.01 162,411.08 164,441.22 166,496.73 168,577.94 170,685.17 172,818.73 174,978.97 177,166.20 179,380.78 181,623.04 183,893.33  
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CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Human Resources  

MEMORANDUM
   
Project Name: Discussion of Retention and Recognition Incentive - Human Resources Director Heather Doke 
From: Heather Doke, Human Resources Director
To: Mayor and Council
CC:
Date: 11/09/2023

Recommendation:
Staff recommends approval of a one-time bonus payment for all City employees.

Background:
There were many different suggestions that came out of the employee survey about how the City could better
financially help our employees.  Some of the suggestions are not allowed and most of them would only benefit a
certain group of employees.

Discussion:
The proposal that was settled on provides a bonus payment that employees can use as they need for what is most
important to them.  The bonus will be based on years of service with the City.  

Funding:
The funding for this one-time bonus will come out of unspent salaries and wages that were budgeted in the 23-24
fiscal year, but have not been spent due to unfilled positions.
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