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Nondiscrimination Statement


Equal Education and Employment Opportunities M/F/D
Contacts for questions relating to personnel and payroll issues:

· Area Technology Centers:  Administrative Business Office Personnel/Payroll Officer

· Central Office Staff:  Office of Career and Technical Education Personnel/Payroll Officer

General Procedures

Personnel involved in the operation of State operated Area Technology Centers are under the direction of the Office of Career and Technical Education. 

Personnel matters involving Area Technology Centers are initiated by the Center Principal and should follow the designated chain of command within the Office of Career and Technical Education and on to appropriate levels as deemed necessary by individual transactions. 

Personnel Systems

The Kentucky Tech Schools, under the Office of Career and Technical Education, Department for Workforce Investment, Education and Workforce Development Cabinet can employ individuals under three (3) different categories and/or personnel systems:  
(1) KRS 151B http://www.lrc.ky.gov/kar/780/003/100.htm, 
(2) KRS 18A, and 
(3) Non P-1. 
Personnel Systems – Examples of Classifications
The Kentucky TECH Schools, under the Office of Career and Technical Education, Department for Workforce Investment, Education and Workforce Development Cabinet can employ individuals under three different categories.  These include, but are not limited to the following classifications:

1) 151B – CERTIFIED AND EQUIVALENT EMPLOYEES 

http://www.lrc.ky.gov/KRS/151B00/035.PDF 
P-1 Employees – 151B Administrative and Instructional Staff (examples)

· Center Principal

· Guidance Counselor

· Instructor - Full-time

· Instructor - Continuing Education Instructor (part-time/hourly)

· Instructor - Dual Employment

· Instructor – Secondary Education Instructor

· Training and Development Specialist

Continuing Education Instructor Position 

An hourly position used for substituting.  Salary increases are reviewed annually when the new 151B salary schedule is released.  

Dual Employment Position 

When a full-time employee, primarily 151B, is requested to teach a class for industry that is separate from his normal workday duties, the employee must be on Dual Employment to be compensated.  This is a separate position with an hourly pay rate.  The salary is based on the hourly rate of the full-time position, and can go up to 1.5 times the hourly rate.  This type of industry program must be cost recovery.  (See Section 6 – Hiring 151B, 18A, & Non P-1)

http://www.lrc.ky.gov/kar/780/003/100.htm - Employee Actions

http://www.lrc.ky.gov/krs/151B00/035.PDF - Administrative Regulations
Information contained here updates the policies and procedures for personnel in the Office of Career and Technical Education. Additionally, this can be used in lieu of a personnel handbook for the 151B employee.  

2) 18A – MERIT SYSTEM (Secretarial, Clerical and Maintenance)
P-1 Employees – 18A Support Staff (examples)
· Accountant Classifications

· Clerical Classifications

· Maintenance Staff

· Secretarial Classifications

· Teachers’ Aide

All KRS 18A employees shall function under the guidelines established by the Kentucky Personnel Cabinet.  Rights and responsibilities for 18A employees are described in the 18A Employee Handbook (http://personnel.ky.gov/stemp/emphb/ ).  All reference to KRS 18A rules and regulations should be directed here.  Any questions not addressed in the handbook should be referred to the appropriate administrator.

The 18A employee shall be aware of the operational policies and procedures contained here; however, while personnel information contained here is similar to information contained in the18A Employee Handbook, the 18A employee should reference the 18A Employee Handbook.  This is not intended to replace the18A Employee Handbook, only to provide supplemental information.

3) Non P-1 Employees
· Clerical/Maintenance – maximum of 75 hours per quarter

· Part-time - hourly instructors who can work up to a maximum of 99 hours per month

· Student Labor – must be enrolled (cannot skip class to work) 

Non P-1 is an automated personnel/payroll process used for the payment of occasional, non-recurring labor.  The Non P-1 process is not to be used as an interim step to hire staff in the state personnel system.  If the intent is to hire recurring labor, then the P-1 process must be utilized.  (See Section 6 – Hiring – 151B, 18A, &  Non P-1)

Substitute Teachers

Substitute teachers are more commonly thought of as a Non P-1 Employee; however they are also hired as Secondary Education Instructors through the P-1 system.   The avenue of employment is determined by the length of time of need.  (See Section 6 – Hiring – 151B, 18A & Non P-1 Teachers)
Before any position can be filled, the supervisor must prepare and process a Request for Personnel Action Memorandum. Additionally, appropriate signatures must be obtained before any position can be filled.  Forward Memo to Area Service Supervisor and to ABO Personnel/Payroll Administrator

Part-time, hourly instructors and administrative staff are hired primarily through the P-1 process; however, the Non P-1 process can be used when the situation qualifies.  The applicant must meet the same requirements as a full-time employee in the respective classification.  

Filling of part-time, hourly positions follow the same paperwork processing.  

The preceding outline will assist in determining what type of position needs to be filled.  Additionally, the status of the position to be filled (full-time, part-time, 151B, 18A, etc.) is the greatest factor in determining what type of position you need.  The following information/sections links will assist you in the process for filling that position.  
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The Commonwealth of Kentucky does not discriminate on the basis of race, color, national origin, sex, disability, age, religion, or marital status in employment practices.

Any employee who feels that he/she has been discriminated against has the right to appeal his/her case through the established grievance procedure.
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