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SECTION 1 – HR - 
General Policies
Adoption Program









ADA (Americans with Disabilities Act and Job) 

Address and Name Changes

Affirmative Action


Annual Increment









Biohazard (Workers’ Compensation Guide to Possible Biohazards in the Work Place)

Communication









Cooperation and Communication







Death of an Employee


Diversity

Dress Code










Drug Free Workplace

Educational Savings Plan Trust







Equal Employment Opportunity







Ethics Guidelines and Information







Evaluations – Employee Performance






Extended Employment








First Aid Policy

Gifts Policy – Acceptance of Gifts by State Employees/Policy 

Harassment Policy









Infection Control Program Policy/Bloodborne Pathogens

Layoffs

Liability










Local School District Service







Nepotism

Paycheck Issuance and Pay System






Payroll Services Communication







Personnel Forms – Obtaining







Political Activities







Probationary Periods


Records and Reports – Confidential Treatment






Reclassifications










Retirees – Employment of KERS








Retirees – Employment of KTRS







Retirement, Resignation and Transfer


Separation – Retirement/Resignation – Full-time Employees


Separation – Retirement/Resignation – Part-time Employees



Safety




Staff Exchange









Transfers

Travel 










Tuition Waiver for Area Technology Center Employees


Verification of Employment and Salary for Credit Purposes



Workplace Violence



SECTION 2 – HR -
Attendance & Leave
Absence without Leave







Absences Due to Adverse Weather

Annual Leave Sharing
Attendance and Attendance Accounting Procedures –(Working Hours/Schedules)
Bereavement Leave









Blood Donation






Christmas Break
Court Leave and Jury Leave



Election Leave
Family Medical Leave








Holiday Pay for 151B Part-time Employees





Holidays










Jury Leave


Leave Balances – Insufficient







Leave Time Conversion to Sick Leave and Retirement Credit



Leave Without Pay (See Absence without Leave)





Military Leave


Sick Leave Sharing
Special Leave of Absence








Spring Break

Voting and Election Leave








SECTION 3
 - HR -
Information Technology Equipment Usage
· COT (Commonwealth Office of Technology)

· Computer – Unlawful Access to Computer in the First Degree

· Employee Confidentiality/Security Agreement

· Internet and Electronic Mail Acceptable Use Policy

· Other - Cabinet Policy & Procedure for related Technology Policies

SECTION 4
 - HR -
Obtaining Permission to Fill & Post

Posting and Recruitment Ads








Request for Personnel Action Memorandum
SECTION 5 – HR -
Applying for Employment

Acquiring and Submitting Applications - Information
Applications for Employment – 151B







Applications for Employment – 18A





SECTION 6
 - HR -
Hiring – 151B, 18A, & Non P-1
Hiring – 151B
1. Personnel Hiring – 151B General Information

2. Filling the 151B - Full-time Position






· Notice of Separation by Resignation/Retirement




· Acquiring Permission to Post/Fill






· Posting of Position








· Determining Need to Interview,



· Verification of Education and Work Experience




· Minimum Requirements to Qualify as a Teacher or Principal


· Special Requirements to Qualify






· Information to Review with Instructor Applicant



· Interview Committee Recommendations and
Contacting the Applicant Selected # 1

· Processing Personnel Papers for Hiring




3. Information on the 151B – Part-time/Hourly Position



Filling the 151B – Hourly Positions





· Secondary Education, Continuing Education and Administrative Hourly




· Dual Employment Positions






	
	
	
	



Hiring – 18A

1. Processing the Request for Personnel Action Memorandum

2. Notice of Separation by Resignation/Retirement

3. Posting of Vacant Positions

4. Determining Need to interview

5. Maintaining Records for the Vacant Position and Preparing to Interview

6. Verification of Education and Work Experience


Hiring – Non P-1

· Classifications for Non P-1

· When and How to use a Non P-1 Substitute Teacher

· Non P-1 Short-term Instructors

· When and How to request Non P-1 Clerical, Maintenance or Student Labor 

· Request for Personnel Action Memo
	
	
	
	

	
	

	


SECTION 7 – HR -
Interviewing

Determining Need to Interview


Determining who can be Interviewed






Preparing to Interview








Screening Committee – 151B







Interview Committee Recommendation






Contracting the Applicant Selected as # 1




Sample Interview Questions







Questions, Illegal to Ask

Records Retention








SECTION 8 – HR – 
Certification, Qualifications and Teacher Testing
Certification (Obtaining and Maintaining/Renewing)




· Center Principals








· New Teachers








· New Teacher Institute







· All Instructors









· Certification Renewal







· Certification Renewal Fees

Minimum Requirements to be employed as a 151B Teacher and/or Principal

Certification (Required to Teach) and Payment of Fees





Credentialing/Credential Renewal and Special Requirements



· Health and Human Services

· Industrial Education







· Information Technology







Rank Changes









Principal Certification


New Principal Internship







New Teacher Internship








NOCTI – Performance








NOCTI - Written 









Teacher Testing

SECTION 9 – HR -
Paperwork Packet (New Employee)
P-1 APPOINTMENT DOCUMENTATION NEEDED

INITIAL PACKET (PAPERWORK NEEDED TO PROCESS APPOINTMENT) 


Personnel Request Memo

1) Priority List 

2) Appointment Approval/Screening Committee Form

3) Placement Form 

4) Statement Of Eligibility Or Teaching Certificate

5) Application

6) Employment List Or Register

SECOND PACKET (SENT AFTER THE APPLICANT IS APPROVED) 

1) Retirement Application  (151B Or 18A)

2) I-9   (INS – Employment Eligibility Verification)
With Backup (Driver’s License and Social Security Card)

3) Criminal Record Check (Fingerprint Card)

4) Discrimination Form

5) Biohazard Form

6) Drug Free Workplace Form

7) Gift Brochure Form 

8) Confidentiality Form - Computer/Electronic Mail/Internet Access
9) Emergency Contact Form

10) Signed Orientation Checklist

11) Internet Policy Got-060

12) User Id And Password Policy Cio-072

13) Overtime Compensation Election Form  (18a Only)

14) Social Security Form Ssa-1945

15) Direct Deposit Form   
SECTION 10 – HR -
Orientation

Employee Orientation – Narrative

SECTION 11 – HR -
Employee Benefits
Annual Increment

COBRA









Commonwealth Choice








Credit Union










Deduction Percentages








Deferred Compensation








Direct Deposit


Insurance – Health










Insurance – Life









Insurance – Optional








KEAP (Kentucky Employee Assistance Program





Miscellaneous Payroll Deductions







Paycheck Option









Retirement Plans

Retirement Plans – Membership Applications


Retirement Plans – Determining which Retirement System the Employee Participates 

Retirement - KTRS – Service Credit

Savings Bonds

TEFRA

Unemployment Insurance








Unemployment Insurance – Penalties






Workers’ Compensation








SECTION 12 – HR – 
Leave Accrual & Usage – Annual Leave
1. Eligible to Earn – 18A
 and 151B






2. Accrual










3. Accrual Rate (by Months of Service)





4. Carry Forward Amounts over Maximum




5. Usage










6. Separation









SECTION 13 – HR – Leave Accrual & Usage – Compensatory Leave & Overtime
· Compensatory Leave and Overtime






· Dual Employment






· Overtime – Authorization

SECTION 14 – HR – Leave Accrual & Usage – Sick Leave
· Accrual










· Months of Service 








· Usage










· Transfer or Separation








· Eligibility for State Paid Health and Life Insurance Benefits


· Leave Without Pay








· Sick Leave and Workers Compensation

SECTION 15 – HR – Salary Schedule, Paycheck Option, & 



151B Salary Schedule Placement
· Guidelines for Determining Appropriate Years of Service

· Determining Salary

· Determining if Individual is due a Salary Increase

· Paycheck Option (21/24)

· 151B 10.5 Month Employee Paycheck Option – 21/24 Pay Option

· 18A Salary Schedule

SECTION 16 – HR -
Professional Development
Requirements – All Certified and Equivalent Personnel



Requirements – Instructional Leaders





Requirements – Instructors







Requirements – Other Certified Staff





Training Sources








SECTION 17 – HR -
Employee Performance Evaluations

1. 151B Employee Performance Evaluations – Overview

2. 18A Employee Performance Evaluations – Overview
SECTION 18 – HR -
Grievance Procedures for Employees
Grievance Procedures for Employees






· KRS 151B Grievance Procedures






· Grievance Levels








· 18A Grievance Procedure







· Grievance Levels







SECTION 19 – HR -
Discipline and Disciplinary Actions
Disciplinary Actions









Letter to the Employee and Written Documentation




Letter of Caution









Letter of Written Reprimand – 151B Guidelines





Letter of Written Reprimand – 18A Guidelines





Discipline – Progressive Discipline Chart 






SECTION 20 – HR -
151B Class Codes & Position Descriptions
OCTE
1
PPM
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