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Your Employee Rights Under the Family
and Medical Leave Act

What is FMLA leave?

The Family and Medical Leave Act (FMLA) is a federal law that
provides eligible employees with job-protected leave for qualifying
family and medical reasons. The U.S. Department of Labor's Wage
and Hour Division (WHD) enforces the FMLA for most employees.

Eligible employees can take up to 12 workweeks of FMLA leave in

a 12-month period for:

» The birth, adoption or foster placement of a child with you,

* Your serious mental or physical health condition that makes you
unable to work,

» To care for your spouse, child or parent with a serious mental or
physical health condition, and

» Certain qualifying reasons related to the foreign deployment of
your spouse, child or parent who is a military servicemember.

An eligible employee who is the spouse, child, parent or next of kin
of a covered servicemember with a serious injury or illness may take
up to 26 workweeks of FMLA leave in a single 12-month period to
care for the servicemember.

You have the right to use FMLA leave in one block of time. When it
is medically necessary or otherwise permitted, you may take FMLA
leave intermittently in separate blocks of time, or on a reduced
schedule by working less hours each day or week. Read Fact Sheet
#28M(c) for more information.

FMLA leave is not paid leave, but you may choose, or be required
by your employer, to use any employer-provided paid leave if your
employer’s paid leave policy covers the reason for which you need
FMLA leave.

Am | eligible to take FMLA leave?

You are an eligible employee if all of the following apply:

* You work for a covered employer,

* You have worked for your employer at least 12 months,

* You have at least 1,250 hours of service for your employer during
the 12 months before your leave, and

* Your employer has at least 50 employees within 75 miles of your
work location.

Airline flight crew employees have different “hours of service”
requirements.

You work for a covered employer if one of the following applies:

* You work for a private employer that had at least 50 employees
during at least 20 workweeks in the current or previous calendar
year,

* You work for an elementary or public or private secondary school,
or

* You work for a public agency, such as a local, state or federal
government agency. Most federal employees are covered by
Title Il of the FMLA, administered by the Office of Personnel
Management.

How do | request FMLA leave?

Generally, to request FMLA leave you must:

» Follow your employer’s normal policies for requesting leave,

» Give notice at least 30 days before your need for FMLA leave, or
« If advance notice is not possible, give notice as soon as possible.

LFD06

You do not have to share a medical diagnosis but must provide
enough information to your employer so they can determine whether
the leave qualifies for FMLA protection. You must also inform your
employer if FMLA leave was previously taken or approved for the
same reason when requesting additional leave.

Your employer may request certification from a health care
provider to verify medical leave and may request certification of a
qualifying exigency.

The FMLA does not affect any federal or state law prohibiting
discrimination or supersede any state or local law or collective
bargaining agreement that provides greater family or medical leave
rights.

State employees may be subject to certain limitations in pursuit

of direct lawsuits regarding leave for their own serious health
conditions. Most federal and certain congressional employees are
also covered by the law but are subject to the jurisdiction of the U.S.
Office of Personnel Management or Congress.

What does my employer need to do?

If you are eligible for FMLA leave, your employer must:

» Allow you to take job-protected time off work for a qualifying
reason,

» Continue your group health plan coverage while you are on leave
on the same basis as if you had not taken leave, and

» Allow you to return to the same job, or a virtually identical job with
the same pay, benefits and other working conditions, including
shift and location, at the end of your leave.

Your employer cannot interfere with your FMLA rights or threaten
or punish you for exercising your rights under the law. For example,
your employer cannot retaliate against you for requesting FMLA
leave or cooperating with a WHD investigation.

After becoming aware that your need for leave is for a reason that

may qualify under the FMLA, your employer must confirm whether

you are eligible or not eligible for FMLA leave. If your employer

determines that you are eligible, your employer must notify you in

writing:

» About your FMLA rights and responsibilities, and

» How much of your requested leave, if any, will be FMLA-protected
leave.

Where can | find more information?
Call 1-866-487-9243 or visit dol.gov/fmla to learn more.

If you believe your rights under the FMLA have been violated, you
may file a complaint with WHD or file a private lawsuit against your
employer in court. Scan the QR code to learn about our WHD
complaint process.
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ASHA

Occupational Safety
o and Health Administration

All workers have the right to:
m A safe workplace.

m Raise a safety or health concern with your
employer or OSHA, or report a work-related
injury or illness, without being retaliated
against.

m Receive information and training on job
hazards, including all hazardous substances
in your workplace.

m Request a confidential OSHA inspection of
your workplace if you believe there are unsafe
or unhealthy conditions. You have the right to
have a representative contact OSHA on your
behalf.

m Participate (or have your representative
participate) in an OSHA inspection and speak
in private to the inspector.

LFDO02/1

Job Safety and Health

IT'S THE LAW!

Employers must:

m Provide employees a workplace free from
recognized hazards. It is illegal to retaliate
against an employee for using any of their
rights under the law, including raising a health
and safety concern with you or with OSHA, or
reporting a work-related injury or iliness.

m Comply with all applicable OSHA standards.

m Notify OSHA within 8 hours of a workplace
fatality or within 24 hours of any work-related
inpatient hospitalization, amputation, or loss of
an eye.

m Provide required training to all workers
in a language and vocabulary they can
understand.

m Prominently display this poster in the
workplace.



m File a complaint with OSHA within 30 days m Post OSHA citations at or near the place of

(by phone, online or by mail) if you have been the alleged violations.

retaliated against for using your rights. On-Site Consultation services are available to
m See any OSHA citations issued to your small and medium-sized employers, without

employer. citation or penalty, through OSHA-supported
m Request copies of your medical records, tests consultation programs in every state.

that measure hazards in the workplace, and
the workplace injury and illness log.

This poster is available free from OSHA.

Contact 0SHA. We can help.

1-800-321-OSHA (6742) - TTY 1-877-889-5627 « www.osha.gov

GovDocs
LFDO02/2 Print Date: 5/19



101611

EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

$7.25 -~

BEGINNING JULY 24, 2009

The law requires employers to display this poster where employees can readily see it.

OVERTIME PAY Atleast 1 % times the regular rate of pay for all hours worked over 40 in a workweek.

CHILD LABOR An employee must be at least 16 years old to work in most non-farm jobs and at least 18 to work in non-farm
jobs declared hazardous by the Secretary of Labor. Youths 14 and 15 years old may work outside school hours
in various non-manufacturing, non-mining, non-hazardous jobs with certain work hours restrictions. Different
rules apply in agricultural employment.

TIP CREDIT Employers of “tipped employees” who meet certain conditions may claim a partial wage credit based on
tips received by their employees. Employers must pay tipped employees a cash wage of at least $2.13 per
hour if they claim a tip credit against their minimum wage obligation. If an employee’s tips combined with the
employer’s cash wage of at least $2.13 per hour do not equal the minimum hourly wage, the employer must
make up the difference.

PUMP AT WORK The FLSA requires employers to provide reasonable break time for a nursing employee to express breast milk
for their nursing child for one year after the child’s birth each time the employee needs to express breast milk.
Employers must provide a place, other than a bathroom, that is shielded from view and free from intrusion from
coworkers and the public, which may be used by the employee to express breast milk.

ENFORCEMENT The Department has authority to recover back wages and an equal amount in liquidated damages in instances
of minimum wage, overtime, and other violations. The Department may litigate and/or recommend criminal
prosecution. Employers may be assessed civil money penalties for each willful or repeated violation of the
minimum wage or overtime pay provisions of the law. Civil money penalties may also be assessed for violations
of the FLSA’s child labor provisions. Heightened civil money penalties may be assessed for each child labor
violation that results in the death or serious injury of any minor employee, and such assessments may be
doubled when the violations are determined to be willful or repeated. The law also prohibits retaliating against or
discharging workers who file a complaint or participate in any proceeding under the FLSA.

ADDITIONAL
INFORMATION

Certain occupations and establishments are exempt from the minimum wage, and/or overtime pay provisions.
Special provisions apply to workers in American Samoa, the Commonwealth of the Northern Mariana Islands,
and the Commonwealth of Puerto Rico.

* Some state laws provide greater employee protections; employers must comply with both.

* Some employers incorrectly classify workers as “independent contractors” when they are actually employees
under the FLSA. It is important to know the difference between the two because employees (unless exempt)
are entitled to the FLSA’s minimum wage and overtime pay protections and correctly classified independent
contractors are not.

» Certain full-time students, student learners, apprentices, and workers with disabilities may be paid less than

the minimum wage under special certificates issued by the Department of Labor.

UNITED STATES DEPARTMENT OF LABOR www.dol.gov/agencies/whd
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Know Your Rights:

Workplace Discrimination is lllegal

The U.S. Equal Employment Opportunity Commission (EEOC) enforces Federal laws that
protect you from discrimination in employment. If you believe you’ve been discriminated
against at work or in applying for a job, the EEOC may be able to help.

Who is Protected?

What Organizations are Covered?

* Union members and
applicants for membership
in a union

+ Employees (current and
former), including managers
and temporary employees

» Job applicants

What Types of Employment Discrimination
are lllegal?

Under the EEOC’s laws, an employer may not discriminate
against you, regardless of your immigration status, on the
bases of:

* Race * Retaliation for filing a
charge, reasonably
opposing discrimination,

or participating in a
discrimination lawsuit,
investigation, or proceeding

» Color
* Religion
 National origin

» Sex (including pregnancy,
childbirth, and related g
medical conditions, sexual
orientation,or gender

Interference, coercion, or
threats related to exercising
rights regarding disability

identity) discrimination or pregnancy
+ Age (40 and older) accommodation
+ Disability

* Genetic information
(including employer
requests for, or purchase,
use, or disclosure of genetic
tests, genetic services, or
family medical history)

» Educational institutions (as
employers)

* Most private employers

+ State and local
governments (as
employers)

* Unions

« Staffing agencies

What Employment Practices can be
Challenged as Discriminatory?

All aspects of employment, including:

+ Discharge, firing, or lay-off + Obtaining or disclosing
genetic information of

+ Harassment (including employees

unwelcome verbal or
physical conduct) * Requesting or disclosing
medical information of

employees

» Conduct that might
reasonably discourage
someone from opposing
discrimination, filing a
charge, or participating
in an investigation or
proceeding

Conduct that
coerces,intimidates,
threatens, or interferes
with someone exercising
their rights, or someone
assisting or encouraging
someone else to exercise
rights, regarding disability
discrimination (including
accommodation) or
pregnancy accommodation

* Hiring or promotion
» Assignment

+ Pay (unequal wages or
compensation)

 Failure to provide
reasonable accommodation
for a disability; pregnancy,
childbirth, or related medical
condition; or a sincerely- .
held religious belief,
observance or practice

* Benefits

« Job training
+ Classification
» Referral

What can You Do if You Believe Discrimination has Occurred?

Contact the EEOC promptly if you suspect discrimination. Do not delay, because there are strict time limits for filing a charge of
discrimination (180 or 300 days, depending on where you live/work). You can reach the EEOC in any of the following ways:

Submit an inquiry through the EEOC’s public portal:
https.//publicportal.eeoc.qgov/Portal/l ogin.aspx
Call 1-800-669—4000 (toll free)

1-800-669-6820 (TTY)
1-844-234-5122 (ASL video phone)

Visit an EEOC field office (information at
www.eeoc.gov/field-office)
E-Mail info@eeoc.gov

Additional information about the EEOC,
including information about filing a charge of
discrimination, is available at www.eeoc.gov.

LFD03/1



EMPLOYERS HOLDING FEDERAL CONTRACTS OR SUBCONTRACTS

The Department of Labor’s Office of Federal Contract
Compliance Programs (OFCCP) enforces the
nondiscrimination and affirmative action commitments of
companies doing business with the Federal Government.
If you are applying for a job with, or are an employee of, a
company with a Federal contract or subcontract, you are
protected under Federal law from discrimination on the
following bases:

Race, Color, Religion, Sex, Sexual Orientation,
Gender Identity, National Origin

Executive Order 11246, as amended, prohibits employment
discrimination by Federal contractors based on race, color,
religion, sex, sexual orientation, gender identity, or national
origin, and requires affirmative action to ensure equality of
opportunity in all aspects of employment.

Asking About, Disclosing, or Discussing Pay

Executive Order 11246, as amended, protects applicants
and employees of Federal contractors from discrimination
based on inquiring about, disclosing, or discussing their
compensation or the compensation of other applicants or
employees.

Disability

Section 503 of the Rehabilitation Act of 1973, as

amended, protects qualified individuals with disabilities

from discrimination in hiring, promotion, discharge, pay,
fringe benefits, job training, classification, referral, and

other aspects of employment by Federal contractors.
Disability discrimination includes not making reasonable
accommodation to the known physical or mental limitations
of an otherwise qualified individual with a disability who

is an applicant or employee, barring undue hardship to

the employer. Section 503 also requires that Federal
contractors take affirmative action to employ and advance in
employment qualified individuals with disabilities at all levels
of employment, including the executive level.

Protected Veteran Status

The Vietnam Era Veterans’ Readjustment Assistance Act of
1974, as amended, 38 U.S.C. 4212, prohibits employment
discrimination against, and requires affirmative action to
recruit, employ, and advance in employment, disabled
veterans, recently separated veterans (i.e., within three years
of discharge or release from active duty), active duty wartime
or campaign badge veterans, or Armed Forces service medal
veterans.

Retaliation

Retaliation is prohibited against a person who files a
complaint of discrimination, participates in an OFCCP
proceeding, or otherwise opposes discrimination by Federal
contractors under these Federal laws.

Any person who believes a contractor has violated its
nondiscrimination or affirmative action obligations under
OFCCP’s authorities should contact immediately:

The Office of Federal Contract Compliance Programs
(OFCCP)

U.S. Department of Labor

200 Constitution Avenue, N.W.

Washington, D.C. 20210

1-800-397-6251 (toll-free)

If you are deaf, hard of hearing, or have a speech disability,
please dial 7-1-1 to access telecommunications relay
services. OFCCP may also be contacted by submitting

a question online to OFCCP’s Help Desk at https:/
ofccphelpdesk.dol.gov/s/, or by calling an OFCCP regional or
district office, listed in most telephone directories under U.S.
Government, Department of Labor and on OFCCP’s “Contact
Us” webpage at https://www.dol.gov/agencies/ofccp/contact.

PROGRAMS OR ACTIVITIES RECEIVING FEDERAL FINANCIAL ASSISTANCE

Race, Color, National Origin, Sex

Individuals with Disabilities

In addition to the protections of Title VIl of the Civil Rights
Act of 1964, as amended, Title VI of the Civil Rights Act of
1964, as amended, prohibits discrimination on the basis of
race, color or national origin in programs or activities receiving
Federal financial assistance. Employment discrimination is
covered by Title VI if the primary objective of the financial
assistance is provision of employment, or where employment
discrimination causes or may cause discrimination in
providing services under such programs. Title IX of the
Education Amendments of 1972 prohibits employment
discrimination on the basis of sex in educational programs or
activities which receive Federal financial assistance.

LFDO03/2

Section 504 of the Rehabilitation Act of 1973, as amended,
prohibits employment discrimination on the basis of disability
in any program or activity which receives Federal financial
assistance. Discrimination is prohibited in all aspects of
employment against persons with disabilities who, with or
without reasonable accommodation, can perform the essential
functions of the job.

If you believe you have been discriminated against in a
program of any institution which receives Federal financial
assistance, you should immediately contact the Federal

agency providing such assistance.
(Revised 6/27/2023)
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YOUR RIGHTS UNDER USERRA
THE UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT

USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment positions to undertake military service
or certain types of service in the National Disaster Medical System. USERRA also prohibits employers from discriminating against

past and present members of the uniformed services, and applicants to the uniformed services.

REEMPLOYMENT RIGHTS

HEALTH INSURANCE PROTECTION

You have the right to be reemployed in your civilian job if you leave
that job to perform service in the uniformed service and:

» you ensure that your employer receives advance written or verbal
notice of your service;

» you have five years or less of cumulative service in the uniformed
services while with that particular employer;

» you return to work or apply for reemployment in a timely manner
after conclusion of service; and

+ you have not been separated from service with a disqualifying
discharge or under other than honorable conditions.

If you are eligible to be reemployed, you must be restored to the job
and benefits you would have attained if you had not been absent due
to military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

If you:

» are a past or present member of the uniformed service;
» have applied for membership in the uniformed service; or
» are obligated to serve in the uniformed service;

then an employer may not deny you:

* initial employment;

* reemployment;

» retention in employment;

* promotion; or

* any benefit of employment.

because of this status.

In addition, an employer may not retaliate against anyone assisting
in the enforcement of USERRA rights, including testifying or making
a statement in connection with a proceeding under USERRA, even if
that person has no service connection.

If you leave your job to perform military service, you have the

right to elect to continue your existing employer-based health plan
coverage for you and your dependents for up to 24 months while in
the military.

Even if you don't elect to continue coverage during your military
service, you have the right to be reinstated in your employer’s
health plan when you are reemployed, generally without any
waiting periods or exclusions (e.g., pre-existing condition
exclusions) except for service-connected illnesses or injuries.

ENFORCEMENT

The U.S. Department of Labor, Veterans Employment and Training
Service (VETS) is authorized to investigate and resolve complaints
of USERRA violations.

For assistance in filing a complaint, or for any other
information on USERRA, contact VETS at 1-866-4-USA-DOL
or visit its website at https://www.dol.gov/agencies/vets/.

An interactive online USERRA Advisor can be viewed at
https://webapps.dol.gov/elaws/vets/userra.

If you file a complaint with VETS and VETS is unable to resolve
it, you may request that your case be referred to the Department
of Justice or the Office of Special Counsel, as applicable, for
representation.

You may also bypass the VETS process and bring a civil action
against an employer for violations of USERRA.

The rights listed here may vary depending on the circumstances. The text of this notice was prepared by VETS, and may be viewed on the internet at this
address: https://www.dol.gov/agencies/vets/programs/userra/poster. Federal law requires employers to notify employees of their rights under USERRA, and
employers may meet this requirement by displaying the text of this notice where they customarily place notices for employees.

U.S. Department of Labor
1-866-487-2365
Publication Date—May 2022

U.S. Department of Justice

LFD22

**
*y
*

**

EMPLOYER SUPPORT OF
THE GUARD AND RESERVE

1-800-336-4590

Office of Special Counsel
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HEALTH AND SAFETY PROTECTION ON THE JOB

Wyoming Department of Workforce Services Notice to Employees
Health and Safety Protection on the Job

The Wyoming Occupational Health and Safety Act provides job health and safety
protection for workers employed by general business and industry throughout
the state as well as for all employees of the state and its political sub-divisions.

The Wyoming Department of Workforce Services, OSHA Division, created by
the Act, has primary responsibility for administering the Act, and the Occupa-
tional Health and Safety Commission promulgates rules and regulations for
workplace health and safety standards as authorized by the Act.

By law: Safety on the job is everybody’s responsibility!

Employers

Each employer shall provide a place of employment as well as employment
which are free from recognized hazards that are causing or that are likely to
cause death or serious physical harm. Each employer shall comply with occupa-
tions safety and health standards, rules, regulations and orders issued pursuant
to the Act.

Employees

Each employee shall comply with occupational safety and health standards and
all rules, regulations and orders issued pursuant to this Act, which are applicable
to their own action and conduct.

Employer Reporting Requirements
Report to OSHA all work-related fatalities within 8 hours, and all inpatient hospi-
talizations, amputations and losses of an eye within 24 hours.

Inspection

The Act requires that a representative or representatives of the employers and a
representative or representatives authorized by the employees shall be given an
opportunity to accompany a duly authorized representative of the Commission
before or during the physical inspection of any workplace for the purpose of
aiding such inspection.

Where there is no authorized employee representative, the authorized represen-
tative of the Commission (Compliance Officer) shall consult with a reasonable
number of employees concerning matters of safety and health.

Violation

If upon inspection Wyoming OSHA Division determines that an employer has
violated the Act, a citation and notication of penalty will be issued to the employer
within 180 days following the occurrence of the violation. Each notice of violation
will specify a time period within which the violation must be corrected.

The notice of violation must be prominently posted in a conspicuous place at or
near the site of the violation until the violation is corrected, or for three working
days, whichever period is longer.

Voluntary Action

Technical Assistance Consultative Services is responsible for providing free
technical assistance to all employers, associations, state and local governments
working within the boundaries of Wyoming. These services are available upon
a written request from employers. These services include but are not limited to
courtesy visits (without assessment of penalties), health and safety training and
consultative services.

Complaint

Employees or their representatives have the right to file a complaint with Wyo-
ming OSHA requesting an inspection if they believe unsafe or unhealthful condi-
tions exist in their workplace. Wyoming OSHA will withhold complainant names.

The Act provides that employees may not be discharged or discriminated
against in any way for ling safety and health complaints or otherwise exercising
their rights under the Act. Note: Discrimination cases do not have a set number
of days to issue a citation for protected activity.

An employee who believes he or she has been discriminated against through
retaliatory action by your employer may file a complaint with Wyoming OSHA

LWY03

Division, Cheyenne, Wyoming 82002 and/or the Regional Oce of OSHA, U.S.
Department of Labor, at the Address listed below this notice within 30 days of
the alleged discrimination.

Penalty

The Act provides for mandatory penalties for serious and repeat serious violations
and for optional penal- ties for each non-serious or regulatory violation(s). Penalties
can also be required for each day during which an employer fails to correct a vio-
lation beyond the period set for correction in the notice of violation. In addition, any
employer who willfully and knowingly violates the Act, can be assessed penalties
for each willful violation. Penalty amounts can be obtained by contacting VWWyoming
OSHA at (307) 777-7786 or from checking rules.wyo.gov/Search.aspx?mode=1.

Additional penalties are also provided for in the Act: any willful violation resulting in
death of an employee, upon conviction of an employer, is punishable by a fine of
not more a $10,000 or by imprisonment for not more than six (6) months, or by both.
Conviction of an employer after a first conviction doubles these maximum penalties.

All Workers have the right to...

* A safe workplace.

* Raise a safety or health concern with your employ- er or OSHA, or report a
work-related injury or illness, without being retaliated against.

* Receive information and training on job hazards, including all hazardous sub-
stances in your workplace.

» Request an OSHA inspection of your workplace if you believe there are unsafe
or unhealthy conditions. OSHA will keep your name confidential. You have the
right to have a representative contact OSHA on your behalf.

« Participate (or have your representative participate) in an OSHA inpection and
speak in private to the inspector.

* File a complaint with OSHA within 30 days (by phone, online or by mail) if you
have been retaliated against for using your rights.

» See any OSHA citations issued to your employer.

» Request copies of your medical records, tests that measure hazards in the
workplace, and the work- place injury and illness log.

Employers must...

* Provide employees a workplace free from recognized hazards. It is illegal to
retaliate against an employee for using any of their rights under the law, includ-
ing raising a health and safety concern with you or with OSHA, or reporting a
work-related injury or illness.

» Comply with all applicable OSHA standards.

* Provide require training to all workers in a language and vocabulary they can
understand.

» Prominently display this poster in the workplace.

» Post OSHA citations at or near the place of the alleged violations for a mini-
mum of 3 days or until all the citations are abated.

Note: Additional information may be obtained from...
Wyoming OSHA
Cheyenne, Wyoming 82002

(307) 777-7786 | wyomingworkforce.org

THIS NOTICE SHALL BE CONSPICUOUSLY POSTED IN EACH PLACE
OF EMPLOYMENT IN THE STATE OF WYOMING AS REQUIRED BY THE
RULES OF PRACTICE AND PROCEDURE.

Under a place approved by the U.S. Department of Labor, Occupational Safety
and Health Administration (OSHA), the State of WWyoming is providing job safety
and health protection for workers throughout the state. OSHA will monitor the
operation of this plan to assure that continued approval is merited. Any person
may make a complaint regarding the state administration of this place directly to
the Regional Office of OSHA, U.S. Department of Labor, Occupational Safety
and Health Administration, 1999 Broadway #1690, Denver, CO 80202-5716,
Phone: (303) 844-1600.

Revised April 19, 2018
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$5.15

Per Hour

A training wage of $4.25 per hour
is allowed for employees under
age 20 during the first 90 days of
employment.
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WYOMING UNEMPLOYMENT INSURANCE

Claims may be filed by unemployed workers by telephone or by the Internet.

Unemployment insurance taxes are paid by employers.

You are insured under the law

Department of Workforce Services
Unemployment Insurance
Division
PO Box 2760
Casper, WY 82602

Wyoming Claims Center
In-State (307) 473-3789;
Out-of-State (866) 729-7799

Internet Claims

dws.wyo.gov

Unemployment Insurance Information
dws.wyo.gov

Wyoming@Work
(find a job in Wyoming)
wyomingatwork.com

LWY05
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WYOMING WORKERS’ COMPENSATION ACT

Your employer may have qualified with the Workers’ Compensation Division for the coverage of injuries
arising out of and in the course of employment. While at work in or about the premises occupied, used
or controlled by the employer. This coverage is required for extra hazardous industries and occupations.
Employers in non-extra hazardous industries may opt for this coverage level, as well.

In the event of a work-related injury

1. Notify your employer how and when you were injured within 72 hours of the incident.

2. Submit a written report of your injury to Wyoming Workers” Compensation within 10 days of the
incident. You must complete and sign the “Wyoming Report of Injury” form. If your employer does
not have any forms, call (307) 777-7441, or contact your nearest Workforce Center, for information
on how or where to obtain an injury report form.

3. Submit the form to a local Workers’ Compensation office or representative, or mail it to:

Wyoming Workers’ Compensation
PO Box 20207
Cheyenne, WY 82002

The filing of an injury report is not a claim for lost wages or any other Workers’ Compensation benefit.
You must apply for benefits. To obtain the appropriate application form, contact Workers’ Compensation.
For more detailed information or assistance concerning benefits and procedures, call the Wyoming
Workers’ Compensation Division at (307) 777-7441 or visit dws.wyo.gov.

GovDocs
LWYO07 Print Date: 10/22



FEDERAL VS STATE LAWS: WHICH APPLY TO MY
BUSINESS?

Wyoming employers who hire youth ages 14-17
must comply with either federal or state child
labor laws. In almost all cases, Wyoming employ-
ers are subject to all federal child labor laws. The
federal requirements are discussed in Section A of
this brochure.

STATE LAW

Wyoming employers who are not required to
comply with federal child labor laws are required
to observe the State of Wyoming's child labor
laws. Very few Wyoming employers fall under this
category. Information regarding employers who
fall under state child labor requirements can be
found in Section B.

YOUTH EMPLOYED BY PARENTS

Itis important to note that minors of any age may
be employed by their parents at any time in any
occupation on a farm owned or operated by their
parents. Minors under 16 may be employed by
their parents in occupations other than manufac-
turing or mining, or occupations declared hazard-
ous by the U.S. Secretary of Labor.

Occupations that have been declared hazardous
by the Secretary of Labor include:

« working in or around an establishment which
manufactures, processes or stores explosives;

» working in or around an establishment which
mines or processes coal, radioactive
substances;

« those that involve driving a motor vehicle or
work as an outside helper;

- forestry, lumber or firefighting fields;

- those that involve the operation of power
driven equipment including hoisting appara-
tuses, meat processing equipment, sanding,
drilling, baling, paper processing;

« mining work other than coal; and

- roofing, excavation, wrecking or other
demolition operations.

SECTION A: FEDERAL REQUIREMENTS

PURPOSE AND AUTHORITY

To ensure that when young people work, the
work does not jeopardize their health, well-being
or educational opportunities pursuant to the Fair
Labor Standards Act of 1938, as amended.

When employing youth ages 14-17, Wyoming
employers are subject to the following child labor
requirements:

PROOF OF AGE

Federal law requires employers to have on file the
birth dates of all employees under 19 years of age.
The acceptable forms of proof of age include:

1) A duly attested birth certificate;

2) A properly prepared Immigration and
Naturalization Form I-9 showing the age of
the child;

3) Any other document showing the age of the
child as approved by the Wyoming Depart-
ment of Workforce Services.

ALLOWABLE WORK HOURS
Minors ages 14 and 15 are subject to the follow-
ing requirements regarding work hours:
1) May not work more than 3 hours on a school
day, and not during school hours.
2) May not work more than 18 hours in a school
week.
3) May not work more than 8 hours on a non-
school day.
4) May not work more than 40 hours in a
non-school week.
5) May not work before 7:00 AM or after 7:00 PM
(except from June 1 to Labor Day when
evening hours are extended to 9:00 PM).

Note: Restrictions on work hours are relaxed for
work study programs tailored to 14 and 15 year
olds enrolled in Advanced Placement (AP)
courses.

PROHIBITED WORK
The following occupations are specifically prohib-
ited for minors ages 14-15:

1) Operation of lawn mowers, golf carts,
all-terrain vehicles, trimmers, cutters, weed-
eaters, edgers.

2) "Catching and cooping" all kinds of poultry in
preparation for transport or for market.

The following occupations are prohibited for
minors ages 14-17:

1) Manufacturing and storing of explosives or
their components.

2) Motor vehicle driving & outside helper on a
motor vehicle.

3) Logging, and sawmilling operations or
power-driven machines.

4) Operation of all power-driven machines (ex:
food slicers, food grinders, food choppers,
food processors, food cutters, food mixers,
hoisting apparatuses, forklifts, metal forming,
punching, or shearing machines, bakery
machines, paper product machines, circular
saws, band saws, and guillotine shears).

5) Occupations in slaughtering, packing,
processing & rendering.

6) Any type of mining.

7) Manufacturing brick, tile and related prod-
ucts.

8) Wrecking, demolition, or ship-breaking.

9) Roofing occupations.

10) Trenching & excavation Operations.

11) Youth peddling, involving the selling of
goods or services to customers at locations
other than the employer’s place of business,
such as customer’s home or businesses, street
corners or subway stations, is specifically
banned.

PERMITTED WORK
«Individuals 14 year olds and up may work in
retail, food service and gasoline service
establishments, as well as other environments
such as state and local government, banks,
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insurance companies, advertising agencies,
and information technology Krms.

- Individuals aged 14 and 15 years old may
perform “work of an intellectual or artistically
creative nature” such as computer program-
ming, the writing of software, teaching or
performing as a tutor, serving as a peer
counselor or teacher’s assistant, singing,
playing a musical instrument and drawing.

« Individuals 15 years old and older may work
as lifeguards at traditional swimming pools
and certain water amusement park attrac-
tions such as wave pools, lazy rivers and baby
pools and elevated water slides

- Individuals aged 14 and 15 years old may
perform work requiring them “to occasionally
enter freezers only momentarily to retrieve
items.”

AGRICULTURE

All' questions concerning agricultural employ-
ment should be directed to a U.S. Department of
Labor (DOL) Office at (866) 487-9243. In farm
work, permissible jobs and hours of work, by age,
are as follows:

1) Youth 16 years and older may perform any
job whether hazardous or not, for unlimited
hours;

2) Youth 14 and up may perform any nonhaz-
ardous farm job outside of school hours;

3) Youth 12 and 13 years of age may work
outside of school hours in nonhazardous
jobs, either with a parent’s written consent or
on the same farm as the parent(s);

4) Youth under 12 years of age may be
employed outside of school hours, with
written parental consent, in nonhazardous
jobs on farms where employees are exempt
from the minimum wage requirements under
the Fair Labor Standards Act.

5) Minors of any age may be employed by their
parents at any time in any occupation on a
farm owned or operated by their parents.



PENALTIES

US. DOL has the authority to issue a fine of
$11,000 to an employer for each child labor viola-
tion. The fine for an incident that has resulted in a
death or serious injury (burn, dismemberment,
permanent serious impairment) is $50,000. The
fine is $100,000 if the incident is a repeat offense
or is determined to be willful. The fine for incor-
rectly paying a minor repeatedly or willfully is
$1,100. Additionally, U.S. DOL can add on a crimi-
nal fine of $10,000 and imprisonment for repeat
offenders. In all cases, the upper limit of the fine
has been listed; the U.S. DOL has discretion to
lower fines in light of mitigating measure or good
faith compliance efforts.

MINIMUM WAGE AND OVERTIME PAY

Minors must be paid the full minimum wage and
time and one-half for all hours worked over 40 in
a workweek, when over 40 hours is allowed.

EXEMPTIONS

Minors under 14 years of age may work as news-
paper deliverers, radio performers and on televi-
sion, motion picture or theatrical productions.
Minors 16 years of age may work at any time in
any farm job.

SECTION B: STATE REQUIREMENTS

PURPOSE AND AUTHORITY

To protect the health and well-being of minors
and their opportunity for education pursuant to
W.S.27-6-106 through 27-6-116.

Wyoming employers employing youth ages 14-17,
who operate their businesses under very distinct
circumstances are exempt from federal child labor
laws, but are required to abide by the State of
Wyoming's child labor laws. In order to be exempt
from federal child labor requirements, a business must

operate under all of the following circumstances:

« does not ship or receive goods across the
Wyoming border;

« has two or less employees;

- grosses less than $500,000 in sales; and

- operates on a cash-only basis;

Employers who operate under these circum-
stances are subject to the following Wyoming
labor requirements:

ALLOWABLE WORK HOURS

1) No more than 8 hours in any 12-hour period.

2) No work before 5:00 am or after 10:00 PM on
nights followed by a school day, or after
midnight on days which are not followed by a
school day.

3) Children not enrolled in school may work for
an 8-hour period between 5:00 AM and
midnight.

HAZARDOUS OCCUPATIONS
The following occupations are prohibited for
minors ages 14 and 15:

1) The operation of or working on heavy
construction equipment.

2) Employment requiring contact with or
exposure to explosives or dangerous chemi-
cals.

3) As an actor or performer in any concert hall
or room where alcoholic liquors and malt
beverages are sold or given away.

4) For any illegal or immoral purposes.

5) For any business or in any place, situation,
exhibition, or vocation injurious to morals,
health, or safety of the child.
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AGRICULTURE

Farm service is exempt from the state child labor laws. t“%

WORK PERMITS
No work permits are required.

EXEMPTIONS
Farm and domestic service are not subject to

State law.

A child under 14 years of age may be employed in

a non-hazardous occupation outside of school

hours by his parents, grandparents or legal guard-
ian, or by a business owned by his parents, grand-
parents or legal guardian.

PENALTIES
Afine of not more than $750.00 or imprisonment in
the county jail for not more than 100 days, or both.

FEDERAL CONTACT INFORMATION
U.S. DEPARTMENT OF LABOR

Eagle Gate Plaza and Tower

60 East South Temple Street, Suite 575
Salt Lake City, UT 84111-1016

TOLL-FREE HELP LINE
(866) 487-9243

TTY: (877) 899-5627
youthrules.dol.gov

STATE CONTACT INFORMATION
LABOR STANDARDS (CHEYENNE) 1
1510 East Pershing Blvd., West Wing, Room 150
Cheyenne, WY 82002
(307) 777-7261

(307) 777-5633 FAX

LABOR STANDARDS (CASPER)
851 Werner Court, Suite 121
Casper, WY 82601

(307) 235-3679

(307) 235-3688 FAX
wyomingworkforce.org
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Attention Employees
YOUR RIGHTS ARE PROTECTED!

The State of Wyoming requires
labor law to be displayed in a
conspicuous location accessible
to all employees.
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ZZ) ATTENTION EMPLOYEES AND APPLICANTS
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This information must be posted at
all times and available for your
review. If you have any questions
about these posting, please call the
Wyoming Department of Workforce
Services at (307) 777-8650 or
877-WORK-WYO.




OSHA's Form 300A (rev. 01:2004)

Summary of Work-Related Injuries and llinesses

All establishments covered by Part 1904 must complete this Summary page, even if no injuries or
illnesses occurred during the year. Remember to review the Log to verify that the entries are complete

Using the Log, count the individual entries you made for each category. Then write the totals below,
making sure you've added the entries from every page of the log. If you had no cases write "0."

Employees former employees, and their representatives have the right to review the OSHA Form 300 in
its entirety. They also have limited access to the OSHA Form 301 or its equivalent. See 29 CFR
1904.35, in OSHA's Recordkeeping rule, for further details on the access provisions for these forms.

Number of Cases

Total number of Total number of  Total number of cases

Total number of

deaths cases with days  with job transfer or other recordable
away from work  restriction cases
0 3 1 4
(G) (H) n )
Number of Days
Total number of Total number of days of
days away from job transfer or restriction
YY2.Y."4
167 99
(K L)
Injury and Iliness Types
Total number of...
(M)
(1) Injury 8 (4) Poisoning 0
(2) Skin Disorder 0 (5) Hearing Loss 0
(3) Respiratory
Condition 0 (6) All Other llinesses 0

Post this Summary page from February 1 to April 30 of the year following the year covered by the form

Public reporting burden for this collection of information is estimated to average 50 minutes per response, including time to review lhe instruction, search and
gather the data needed, and complete and review the collection of information. Persons are not required to respond to the collection of information unless it
displays a currently valid OMB control number. If you have any comments about these estimates or any aspects of Lhis data collection, contact: US Department of
Labor, OSHA Office of Statistics, Room N-3644, 200 Constitution Ave, NW, Washinglon, DC 20210. Do not send the completed forms to this office.

= * — === N—
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Year ﬂ @

U.S. Department of Labor

Occupational Safety and Health Administration

Form approved OMB no. 1218-0176

Establishment information

Your establishment name  Northwest College

Street 231 West Sixth Street Building 1

City Powell State Wyoming

Industry description (e.g., Manufacture of motor truck trailers)
Community College - Education

Zip _82435

Standard Industrial Classification (SIC), if known (e.g., SIC 3715)

OR North American Industrial Classification (NAICS), if known (e g., 336212)
6 1 1 3 1 0 R

Employment information

Annual average number of employees 268

Total hours worked by all employees last

year 403,678
Sign here

Knowingly falsifying this document may result in a fine.

complete
/Y)
Company executive Finance
307.754.6098
Phone

| certify that | have examined this document and that to the best of my knowledge the entries are true, accurate, and

Vice President for
Administrative Services &

Q(D/[Ii

Title

Date
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Northwest College
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NOTIFICATION TO APPLICANTS & EMPLOYEES
POLICY OVERVIEW

Northwest College has a vital interest in maintaining safe, healthful, and efficient working conditions for all
of its employees. Being under the influence of a drug or alcohol while on the job poses serious safety and
health risks, not only for the user, but to all those who work with or otherwise come into contact with the user.
The use, possession, or sale of illegal drugs or alcohol while on the job poses unacceptable risks for safe,

healthful, and efficient operations.

Northwest College (hereinafter also referred to as "Company"). Has developed a policy in conforming
with Department of Transportation (DOT) Drug and Alcohol Testing Program Regulation 49 CFR Part 40
and Federal Motor Carriers Safety Administration (FMCSA) Regulation 49 CFR Part 382.

Drivers whose job duties require them to possess a valid Commercial Driver’s License (CDL), and those
employees that may perform safety-sensitive functions regulated by DOT Agency Regulation are subject to

the DOT testing regulations and Company Policy. Those employees
covered by DOT regulations, and federal regulations shall be considered as preempting any

inconsistent state or local laws or regulations.

POLICY APPLICATION

The provisions of this drug and alcohol policy apply to all employees who work for Northwest
College the effective date of this policy is 11/02/10.

DRUG AWARENESS PROGRAM
Covered employees will be informed of:

1) The drug and alcohol policy and have a copy of the plan available to them; copies of this policy
statement, will be kept in the office of the DER and made available during regular business hours for
review by all prospective job applicants or current employees. Continuing notice of this policy is posted
as a "Notification to Applicants & Employees."

2) The penalties that will be imposed for violations of the plan. An employee whose conduct violates this
substance abuse policy will be subject to and including termination and in conformity with applicable
state or local laws and regulations, as well as any other applicable written agreements or guidelines.

This policy has been designed to help prevent accidents and injuries resulting from the use of controlled substances
or the misuse of alcohol by drivers of commercial motor vehicles covered under 49 CFR Part
40 and 382 FMSCAR.

Any employee whose conduct violates this substance abuse policy will be subject to discipline up to and
including termination and in conformity with applicable state or local laws and regulations, as well as any

other applicable written agreements or guidelines.

We eamestly solicit the understanding and cooperation of all employees in implementing this policy, and we believe
that the benefits derived from this policy outweigh the potential inconvenience to the employees.

Northwest College



PAYDAY NOTICE

Regular Paydays for Employees of Northwest
College shall be as follows:

MONTHLY

By: Tracy Gasaway
Title: Payroll Specialist
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