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Tuition Waiver Form is located through the Principal’s Resource Page on the Office for Career and Technical Education Website








· Voluntary Transfer or Voluntary Demotion  - 151B




· Voluntary Transfer or Voluntary Demotion – 18A (Personnel Cabinet – Forms Library)
· http://personnel.ky.gov/NR/rdonlyres/AEB79AD2-020E-46E0-AAB7-9E510554C66C/0/voltrans.doc 


Adoption Program 

The Personnel Cabinet shall administer a program to provide financial assistance as an incentive to a state employee in the executive branch who adopts a child on or after November 1, 1998.  (101 KAR 2:120, Section 2)   http://personnel.ky.gov/emprel/adoption/  
A state employee who finalizes a legal adoption procedure for the adoption of a child, other than the child of a spouse, on or after November 1, 1998, shall be eligible to receive reimbursement for actual costs associated with the adoption of a special needs child as defined by KRS 199.555(1) or other child.  Funding for this program is limited per fiscal year.  See http://personnel.ky.gov/emprel/adoption/ 
ADA (Americans with Disabilities Act  and Job Accommodation for Disabled Employees) http://www.usdoj.gov/crt/ada/ 
Kentucky State government is committed to the full implementation of the Americans with Disabilities Act (ADA).  It is the policy of the Commonwealth to maximize the full inclusion and integration of people with disabilities in all aspects of employment and all programs, services and activities.  All employees must comply with policies regarding the ADA in the following categories: discrimination in areas of employment, limiting, segregating and classification of employees, contractual or make arrangements that may discriminate against employees, provide reasonable accommodations, effective test administration, and no retaliation and coercion if employees exercise rights under provisions of ADA.

Additional information can be obtained from Kentucky’s Office for the Americans with Disabilities Act.

Address and Name Change
· The employee is responsible for notifying the Area Technology Center Office of address and name changes.

· The Center Office will notify the Personnel/Payroll Officer of the change.  

· The employee is also responsible for notifying their respective retirement systems.
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Annual Increment

The annual increment percentage rate is set by the Legislature.  

· 151B:  
Increment date is July 1 of each year, regardless of hire date.

http://www.lrc.state.ky.us/kar/780/003/020.htm  

· 18A:
(See 18A Employee Handbook)

http://www.lrc.state.ky.us/KRS/018A00/355.PDF 
Affirmative Action     http://personnel.ky.gov/diversity/affirmativeaction.htm
The Education and Workforce Development Cabinet and the Office of Career and Technical Education, as part of the continuing affirmative action efforts and pursuant to the guidelines on sex, discrimination issued by the Equal Employment Opportunity Commission (EEOC), (Federal:  http://www.eeoc.gov/)       fully support legislation to protect and safeguard the rights and opportunities of all people to seek, obtain and hold employment without exposure to sexual harassment or discrimination of any kind in the workplace.  It is the policy of the Education and Workforce Development Cabinet and all Executive Branch agencies to provide an environment free of sexual harassment and any form of discrimination, regardless of their respective gender, race, ethic origin, disabilities, age or sexual orientation.  

· Information relating to the Affirmative Action Plan for State Government is available as outlined in the following information and links:  
· 18A.138 Affirmative Action Plan for State Government http://www.lrc.state.ky.us/KRS/018A00/138.PDF 
·  Commonwealth of Kentucky Affirmative Action Plan (adopted by the Cabinet and Office) (http://personnel.ky.gov/NR/rdonlyres/FD4F775C-DFED-4066-9A41-DBE92C417A1E/0/06AAP.pdf  is located at each facility.  
The center administrator and office support staff shall make copies available as requested.  The State Affirmative Action Plan is available in large print, Braille, audio from the Cabinet EEOC (Equal Employment Opportunity Coordinator). (See Grievance Procedures)
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Biohazard (Workers’ Compensation Guide to Possible Biohazards in the Work Place)

State agencies and entities covered under the Personnel Cabinet’s Workers’ Compensation Program are hereby advised of this Cabinet’s procedure regarding possible exposures to infectious, biological or harmful chemical substances.

In the event of a suspected exposure the procedure relating to Workers’ Compensation is as follows:

· Employee shall notify his or her supervisor immediately.

· Employer shall notify the local law enforcement agency by calling 911.

· 911 responders will arrange for the testing of the substance at the state public health laboratory or other authorized facility.

· If the substance screening test is negative, the employee shall be notified that he or she will not be tested at this time.  The public health laboratory will conduct further and more extensive testing to confirm the initial test. 

· If the second test on the substance is positive, contradicting the initial negative test, the employee shall then be tested and/or treated immediately.

· If either test on the substance is positive, the employee’s supervisor shall complete a First Report of Injury (1A-a as soon as possible.)

· Claims shall not be approved under Workers’ Compensation if an employee independently seeks testing or medical treatment without a positive substance reading.

It is the duty and responsibility of all supervisors to inform employees of this procedure.  The preceding procedure has been shared with all current employees and their signature obtained on the related form indicating they understand the procedure.  New hires will be required to review and sign this document as part of their personnel paperwork packet (see Section 9.)  This signed document shall be included in the employee’s personnel file.  
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Communication

Communication – In-House: Information must be shared in a timely and efficient manner.  It is the responsibility of the individual in possession of the original information to determine who would need access to the information and to assure that the information is disseminated accordingly.  It is the responsibility of the recipient to notify the sender if the type of information received is no longer needed.  

Media, Communications Policy: It is the Cabinet’s policy that all decisions concerning communications and contacts with the news media, should be made by or in cooperation with the Office of Communication Services.  Here are some specifics:

· If you receive a call from the news media, contact the Office of Communication Services by phone at (502) 564-6606 before you grant an interview.  

· The Office of Communication Services will work with you to decide who should give the interview, and how it should be handled.  

· If you find yourself in a public situation, such as a meeting where contact with the news media is unavoidable, report that contact to the Office of Communication Services as quickly as is practical.  

· If you wish to publicize an event, program or accomplishment, talk to the Office of Communication Services beforehand.  Generally, the Office of Communication Services issues all news releases.  If you have reason to think you should issue a release, or wish to make a practice of releasing positive local news, you still need to work with Communication Services first.

· The Office of Communication Services coordinates policy for all publications such as annual reports, brochures, fact sheets to legislators, etc.  If you feel there is a need for your agency to develop such a publication, get the permission and cooperation of the Office of Communication Services.

· This is not an attempt to stifle communications from the Education and Workforce Development Cabinet.  On the contrary, we will continue to communicate with the public and the news media in an open and forthright manner.  But just as our various agencies handle matters that fall under their jurisdiction and expertise, communications should be handled by the Office of Communications Services.  
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Cooperation and Communication

OCTE is a service organization.  The service spectrum includes, but is not limited to students, business and industry, employees, coworkers, and other agencies.  Frequently coworkers find themselves involved in special projects above and outside the realm of their normal work.  When this happens, any one may be called upon for assistance. 

Employees should make every effort to respond in a timely manner, without violating confidentiality policies.  When confidentiality is a concern, contact your supervisor.
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Death of an Employee and Procedure for Reporting

The supervisor or designee is responsible for reporting the death of an employee to the Personnel/Payroll Officer.  The Personnel/Payroll Officer will   process the P-1.

If the employee was on the work site at time of death, a workers’ compensation first report of injury must be completed and forwarded within twenty-four (24) hours.  This must be done even if it seems that the cause of death was not work related.

The Personnel/Payroll Officer will assist the family by providing pertinent information concerning benefits, retirement, etc., in a timely manner.  The estate will be paid for accrued annual and compensatory leave.  

http://personnel.ky.gov/stemp/bereavepkg.htm  
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Diversity

Personnel Cabinet – Office of Diversity & Equality:


http://personnel.ky.gov/diversity/  
The Commonwealth of Kentucky and the Education and Workforce Development Cabinet recognizes that continued success in meeting the needs of our clients and customers, both internal and external, requires the full and active participation of talented and committed individuals regardless of their respective gender, race, ethnic origin, disabilities, age, or sexual orientation.  By fostering an atmosphere of acceptance and support, we can begin to value and appreciate the strengths afforded by the differences, styles, ideas and organizational contributions of each and every person.

The ultimate goal of workplace diversity will be achieved when Kentucky State Government has further enhanced its ability to recruit, train, and tap the full potential of employees at all levels and is diverse enough to:

1) Allow all Cabinets to compete for qualified employees from an increasingly diverse worker pool;

2) Be more reflective of the population an socioeconomic circumstances of Kentucky’s citizens; and

3) Eliminate biases that may be in the state workforce.

Diversity complements the other organizational values of teamwork, leadership, empowerment and service quality and encompasses the way we work, the work environment, and respect for people and ideas.  Diversity includes everyone and everything.  While its major focus may often revolve around issues of previous discrimination based on race and gender, it is not something that is defined, or limited solely by those two factors.  Diversity also extends to age, personal and work history, education, function, and personality – including lifestyle, sexual orientation, geographic origin, tenure with the organization, merit and non-merit status, and management or non-management position.  It also encompasses varying management styles and ways of thinking, leadership abilities, skill levels, experiences, viewpoints, expression of thoughts and differing ways of delivering services provided there is consistency in the values we share.  Diversity is inclusion.  It stresses equal opportunity and recognizes and respects the multitude of differences that employees bring to the workplace as well as acknowledging the changing “face” of the community we serve.  The full cooperation and affirmation of diversity by all state employees, including management, is expected.  
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Dress Code
Employees shall dress as deemed appropriate for his/her respective duties or a specific occasion or function.  Instructors shall set an example for the students by exhibiting dress appropriate to the field of instruction and/or in accordance with what you would find in business and industry.   
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Drug Free Workplace


Federal:         http://www.dol.gov/elaws/asp/drugfree/screen4.htm  


Kentucky:       http://personnel.ky.gov/stemp/emphb/drug.htm  
The Office of Career and Technical Education is committed to providing a safe environment for its students, faculty, and staff.  Kentucky TECH has defined conduct in relation to the use, possession, distribution, storage, manufacture, or sale of illegal or unauthorized drugs and being under the influence of alcohol on Kentucky TECH property or at any sponsored event.  Conduct, which violates this definition poses unacceptable risks and disregard for the health, safety, and welfare of members of the Kentucky TECH community and shall result in disciplinary action up to and including suspension or termination.

The Office of Career and Technical Education is in compliance with the Drug-Free Workplace Act of 1988.
Being under the influence of alcohol or other drugs on the Office of Career and Technical Education’s property or any sponsored event is prohibited.  The use, possession, distribution, manufacture, or sale of illegal or unauthorized drugs on the Office of Career and Technical Education’s property by employees or students is prohibited.  Any student or staff member who violates these defined standards of conduct shall be subject to appropriate disciplinary action up to and including suspension or termination.

Agency Statement of Sanctions

Faculty and staff are subject to disciplinary action ranging from a minimum of a warning to a maximum of termination.

Employees

On the first occurrence, proof of drug abuse by an employee shall result in referral to the Kentucky Employee Assistance Program (KEAP) http://personnel.ky.gov/emprel/keap/ suspension for ten (10) days without pay, and a report of drug abuse evidence to the police.  On any further occurrence of drug abuse, an employee shall be dismissed from employment in the Kentucky TECH System.  Resignations will not be accepted in lieu of dismissal.

In 1988, the United Sates Congress enacted the Anti-Drug Abuse ACT (P.L. 100-690), which requires recipients of federal funds to certify that they have met requirements designed to promote a drug-free workplace. In compliance with this Act, and at the direction of the Governor, all state employees are notified that:

A. The unlawful manufacture, distribution, dispensation, possession or use of any controlled substance is strictly prohibited in the workplace and any employee found to be in violation will be subject to disciplinary action by the Appointing Authority for misconduct which may include sanctions up to and including dismissal from state service, in accordance with state law.  

B. The Personnel Cabinet, Education and Workforce Development Cabinet, and Office of Career and Technical Education will continue and improve drug-free awareness programs through employee assistance and in cooperation with state agencies to eradicate the dangers that drugs in the workplace create for our employees.  State-supported health insurance provides coverage for employees referred to or seeking treatment for drug and alcohol related problems.

C. Employees are notified that compliance with drug-free workplace requirements is a condition of continued employment with State government.  Each employee is obligated, on pain of disciplinary action, to report any conviction he or she received as a result of a violation of any criminal drug statute violation occurring in the workplace within five (5) days of such conviction.  Such a report is to be made to the employee’s Appointing Authority and is required by federal law and the agency is obligated to report such conviction to the federal grantor within ten (10) days after it receives notice.  

D. Employees found to be in violation of drug-free workplace requirements may face disciplinary action up to and including dismissal or may be required to satisfactorily participate in a drug abuse assistance or treatment program.

E. Employees who have questions concerning this directive are encouraged to contact their supervisor or the personnel Cabinet’s Employee Assistance Program, which may be contacted by calling (502) 564-5788.

PPM – Chapter V - RC&T - Drug-Free Workplace – 10-01-09 – PM 09-17
It is the duty and responsibility of all supervisors to inform employees of this policy.  The preceding policy has been shared with all current employees and their signature obtained on the related form indicating they understand the policy.  New hires will be required to review and sign this document as part of their personnel paperwork packet.  This signed document shall be included in the employee’s personnel file.  
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Educational Savings Plan Trust   http://www.kentuckytrust.org/
The Kentucky Educational Savings Plan Trust provides an easy, safe, and affordable way for families to save for higher education.  It was created by the Kentucky General Assembly in 1988.  The Trust is administered by the Kentucky Higher Education Assistance Authority, a state government agency that has helped make higher education more affordable for thousands of Kentucky students through its grant, loan, teacher scholarship, and work-study programs.  
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Equal Employment Opportunity

151B
http://www.lrc.state.ky.us/KRS/151B00/040.PDF
18A
http://personnel.ky.gov/diversity/ 
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 through the established grievance procedure.

Return to Table of Contents
Ethics Guidelines and Information

http://ethics.ky.gov/ 

http://klec.ky.gov/ 

In 1990, the General Assembly of the Commonwealth of Kentucky enacted landmark legislation for education reform throughout the state.  As the Kentucky Education Reform Act is implemented across the state, the Education Professional Standards Board calls Kentucky’s educators to reaffirm their commitment to the highest ethical standards.  In recognizing the magnitude of our responsibility to learners and to society, we offer this Code of Ethics, which reflects and promotes the aspirations of our profession.

Section 1:   Certified Personnel in the Commonwealth:

(1) Shall strive toward excellence, recognize the importance of the pursuit of truth, nurture democratic citizenship, and safeguard the freedom to learn and to teach;

(2) Shall believe in the worth and dignity of each human being and in educational opportunities for all; 

(3) Shall strive to uphold the responsibilities of the education profession, including the following obligations to students, to parents, and to the education profession:

To Education Profession:
(
Shall exemplify behaviors that maintain the dignity and integrity of the profession
(
Shall accord just and equitable treatment to all members of the profession in the exercise of their professional rights and responsibilities
(
Shall keep in confidence information acquired about colleagues in the course of employment, unless disclosure serves professional purposes or is required by law
(
Shall not use coercive means or give special treatment in order to influence professional decisions
(
Shall apply for, accept, offer, or assign a position or responsibility only on the basis of professional preparation and legal qualifications
(
Shall not knowingly falsify or misrepresent records of facts relating to the educator’s own qualifications or those of other professionals
In Advisory Opinion 99-41, the Executive Branch Ethics commission ruled that the departments within this Cabinet are not separate and independent from the Education and Workforce Development Cabinet.  This Cabinet is considered the “state agency” for purposes of the Executive Branch Ethics Code.  Accordingly, if the person or company offering a gift is regulated by or does business with a department within this Cabinet, the gift rule applies to all employees within this Cabinet. 

The Ethics Commission has prepared a helpful brochure detailing the gift rule for state employees.  A copy shall be available in the school office.  This is included as part of the orientation packet.  Additional information is available at their website:  

http://klec.ky.gov/ 

Highlights from this brochure include:  

· Basic Rule: An employee, his spouse and his dependent children are prohibited from accepting gifts including travel expenses, meals, alcoholic beverages and honoraria totaling a value greater than $25 in a single calendar year, from a person or business that does business with, is regulated by, is seeking grants from, is involved in litigation against, or is lobbying or attempting to influence the actions of the state agency for which the employee works or which he supervises, or from any group or association which has as its primary purpose the representations of those person or businesses.  .  

· Gifts to an Agency:  Gifts that may not be accepted by an employee may also not be accepted by a state agency if the agency has a business, regulatory, or influential relationship with the gift giver.  

· Gifts Which are Permitted:  The following items are exceptions to the basic rule and may be accepted by an employee, spouse, or a dependent child:

· A gift or gratuity received by an employee working directly on an economic incentive package or seeking to bring tourism to the state or by any other public servant working directly with the cabinet on an economic incentive package of anything of economic value, when that (gift or gratuity) was not solicited by the employee and was accepted in the performance of the employee’s official duty and in compliance with guidelines to be established by the Kentucky Economic Development Partnership which shall include requirements that all gifts or gratuities of a reportable value under KRS 11A.050(3)(k) be registered with the Kentucky Economic Development Partnership and with the Executive Branch Ethics Commission and that all tangible property with a value in excess of twenty-five dollars ($25), other than food and beverages consumed on the premises, shall be turned over to the Cabinet for Economic Development within thirty (30) days of receipt.  (See HB 510.)
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Evaluations – Employee Performance

151B
http://www.lrc.state.ky.us/kar/780/003/035.htm
18A
http://personnel.ky.gov/formlby.htm   (Forms) 


http://personnel.ky.gov/stemp/emphb/evaluat.htm 
151B:  Certified and Equivalent employees shall be rated in accordance with the guidelines outlined in KRS 151B.075 .  Those guidelines require a written evaluation for each full-time employee who has completed the initial probation and each part-time employee who has worked over 100 hours per month and who has completed initial probation.  

Two formative evaluations shall to be conducted, one during the fall semester and one during the spring semester.  Evaluation ratings shall be based on observations, program assessment documentation, daily communication, etc.  Employees being evaluated shall have a conference with the Supervisor before December 15 to discuss the fall formative evaluation.  The spring formative evaluation conference shall take place before June 15.  The Summative Evaluation shall be completed by June 15 of each year.  

Performance ratings for the Formative Evaluations are:  Standard Exceeded (4), Standard Met (3), Improvement Needed (2), and Standard Not Met (1).  Summative Evaluation ratings are based on the sum of the two formative evaluations. 

On each performance criteria rated Improvement Needed, justifying comments and suggestions for improvement must be provided during the evaluation conference.

For an overall Unsatisfactory summative rating, the supervisor shall provide a suggested improvement plan which may include outside resources, a mentor teacher, etc.  This plan shall be provided in writing and discussed during the evaluation conference.  

Both employee and supervisor shall sign the formative evaluation signature sheet at the conclusion of each formative evaluation conference and the summative form at the end of the evaluation process.  The employee’s signature does not constitute agreement or acceptance of the evaluation ratings, and does not waive the right to appeal the evaluation within the guidelines of KRS 151B.075.

KRS 151B.075 specifically outlines the appeal procedure for the evaluation process and the specific evaluation categories for teachers, administrators, all other certified and equivalent staff statewide and central office personnel.  KRS 151B.075 also provides that if an employee receives an overall Unsatisfactory evaluation on two (2) successive summative evaluations, the employee shall be (a) demoted, or (b) terminated.  

151B Evaluation process for Teachers

Performance Evaluation Procedures –– follow guidelines above and reference rating charts in “151B Teacher Evaluation Procedures”. 
1. 151B Teacher Evaluation Procedures

· Save a copy of the file for each of your teachers
· Create a folder indicating the school year (Teacher Evaluation 2010-2011) and place a copy of the file for each teacher in this folder
2. Electronic 151B Teacher Evaluation 


This document contains the forms necessary for completing the 
evaluation process.  
ADMINISTRATOR EVALUATION – 151B 
· Evaluation process for School Administrators – follow guidelines above.

· Ref:  form and information link above through Kentucky TECH website.
· School Administrator Standards for Evaluation - Formative
CENTRAL OFFICE/AREA SUPERVISORS EVALUATION – 151B 
· Evaluation process for:  Other Certified, Equivalent and Central Office Staff – follow guidelines above. 
· Ref:  form and information link above through Kentucky TECH website.
18A:  Computer links to information relating to 18A Employee Performance Evaluation:  


 http://personnel.ky.gov/gsc/empeval/  (Information)


          
http://personnel.ky.gov/formlby.htm  (Forms) 

http://personnel.ky.gov/stemp/emphb/     (Employee Handbook)


Kentucky Personnel Cabinet (Web Site)

(101 KAR 2:180)  (Regulation)
Evaluations are to be submitted on all 18A employees who meet the following guidelines:

(1) All full-time merit employees who have held status as of January 1 (completed their initial probationary period prior to January 1) of the evaluation/performance year and have remained in continuous merit status throughout the performance year. 

(2) All merit employees on promotion (not initial) probation.

All eligible employees must be evaluated prior to their retiring, resigning or transferring out.  Should there be a situation where an employee will not be evaluated, a memo from the supervisor indicating the reason (e.g. extended sick leave, not with current supervisor for the required 90 days, etc.) must be submitted and placed in the employee’s personnel file.

Signatures must be in red ink.

18A Employee Evaluations are a four (4) step process – initiated in January, reviewed in April and August and finalized in December:

(1) January – Performance Planning Meeting

(2) April – Interim Review

(3) August – Interim Review

(4) December – Annual Performance Evaluation Meeting to finalize evaluation process for the year
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Extended Employment

http://www.lrc.state.ky.us/kar/780/003/080.htm
Extended Employment is from June 16 – July 31 of each year for 10.5 month employees of the Office of Career and Technical Education. Participation requires approved application.  Updated application, guidelines, and approvable activities are provided each year. 
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First Aid Policy

For the protection of any injured person or persons, and to avoid potential for personal or administrative liability, the following shall be set forth and maintained as First Aid Policy:

(
Emergency and non-emergency first aid shall be administered by a person or persons trained and certified to render first aid.

(
In no case shall ointments, salves, or oral medicine be rendered except on advice of a physician.

(
In no case shall any person or persons render first aid to a degree above that for which they are trained and certified.

(
First aid kits should be equipped with gauze, bandages, large and small Band-Aids, bottle of peroxide, disinfectant wipes, rubber gloves and other sterile materials required to stop bleeding and cover wounded areas and placed in each lab area.  
(
Fire blankets shall be placed in those areas where the potential for fire and explosion exist.
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Gifts Policy – Acceptance of Gifts by State Employee/Policy

http://personnel.ky.gov/stemp/emphb/ethics.htm 

Information listed below is in reference to the Statewide Acceptance of Gifts Brochure that outlines “what is” and “what is not” acceptable for receiving gifts offered to state employees.  The content of this brochure (see forms, this section) has become policy for state government employees.  The Executive Branch Ethics Commission is charged with the responsibility to monitor this issue and to insure enforcement of Kentucky’s Ethics law for state employees.  

It is the duty and responsibility of all supervisors to inform employees of this policy.  This policy has been shared with current employees and their signature obtained on the related form indicating they understand the policy.  New hires will be required to review and sign this document as part of their personnel paperwork packet.  This signed document shall be included in the employee’s personnel file.  

Salient Revisions to Executive Branch Code of Ethics

(House Bills 510 and 511 – signed by Governor Patton)

(Notice dated January 3, 2002)

House Bill 510 (January 2002):  

· “Gift” does not include gifts from family members, campaign contributions, or door prizes available to the public.

· “Directly Involved” means “to work on personally or to supervise someone who works on personally.”  This impacts circumstances of accepting employment with a non-state entity, if that entity does business with or is regulated by the Cabinet.

· Travel expenses, meals, alcoholic beverages and honoraria may now be accepted up to a value of $25.00 in a single calendar year.  Previously, these items could not be accepted.

· The Ethics Commission may grant exemptions for acceptance of gifts if it determines the exemption creates no appearance of impropriety.

· Statement of Financial Disclosures:

· Must be filed within thirty days after leaving public service.

· Late filers may recover salary withheld for non-filing.

· Civil penalty for violation of ethics code is increased from $2000 to $5000.

House Bill 511:

· Mostly affects executive branch lobbying.

· Public servants may accept tickets for admission to a sporting event if face value of the ticket is paid by the public servant or by the person to whom the ticket is allocated.  “Sporting event” is defined as:  “any professional or amateur sport, athletic game, contest, event, or race involving machines, person, or animals, for which admission tickets are offered for sale and that is viewed by the public.”
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Harassment Policy

The Office of Career and Technical Education is committed to maintaining an educational and work environment that is free from harassment and violence on the basis of sex, race, color, national origin, disability, age, religion, marital status, or any other basis prohibited by federal, state, or local law, ordinance, or regulation.

I.   APPLICABILITY:  

This policy applies to all employees, students, clients and contract personnel doing business with the Office of Career and Technical Education. (KRS 151B.020)

II. DEFINITIONS:  Discriminatory harassment is any conduct that, by reference to sex, race, color, region, national origin, citizenship, disability, or age, intentionally or recklessly abuses, ridicules or disparages a person or persons so as to adversely affect their work performance, academic performance, or service received from the Office of Career and Technical Education. 

State law prohibits unwelcome sexual advances, request for sexual acts or favors, with or without accompanying promises, threats, or reciprocal favors or actions; or other verbal or physical conduct of a sexual nature that has the purpose of or creates a hostile or offensive environment. 

III.  POLICY:  The Office of Career and Technical Education strictly prohibits any form of harassment or violence on the basis of race, color, national origin, disability, age, religion, marital status, or any other basis prohibited by federal, state, or local law, ordinance, or regulation.  Complaints of harassment shall be investigated in a prompt, effective and uniform manner.  Appropriate action shall be taken to ensure that any harassment shall not recur.  
PROCEDURES:

A. Prohibited Behavior

Examples of prohibited sexual harassment behavior include, but are not limited to:

1) Negative or offensive comments, jokes, or suggestions about an individual’s gender or sexuality;

2) Sexual innuendo, including embarrassing comments or terminology addressed to a specific employee;

3) Vulgar or indecent gesture, language or joke;

4) Bringing or displaying a sexually suggestive object, book, magazine, photograph, cartoon, calendar or picture in the workplace;

5) Use of the computer to transmit, solicit, display or download an obscene message or material;

6) Threatening, demeaning or offensive conduct directed toward an individual because of his/her gender;

7) Unwelcome sexual advances, request for sexual favors, or sexually motivated physical conduct/contact;

8) Slang names or labels such as “honey”, “sweetie”, “boy”, “girl” that others find offensive; 

9) Commenting about or calling attention to an individual’s body, attire or sexual characteristics in a negative or embarrassing way; or

10)  Ridiculing, ignoring or not taking seriously an individual who experiences sexual harassment.

Examples of prohibited racial harassment behavior include, but are not limited to:

a) A physical act of aggression or assault upon another individual because or race, color, or national origin;

b) Unwelcome verbal harassment or abuse; or

c) Unwelcome behavior or words directed at an individual because of race, color, or national origin. 

Examples of prohibited religious harassment behavior include, but are not limited to:

1. Physical conduct related to an individual’s religion;

2. Verbal conduct related to an individuals religion; or

3. A physical act of aggression or assault upon another because of religion.  
B. Reporting Responsibility:

Individuals, other than employees, who need to register a complaint about harassment, are encouraged to seek the aid of an EEO Counselor at the ATC, or the Office of Career and Technical Education Ombudsman.  Students of the KY Tech System should consult the student handbook to determine the appropriate procedure to follow.

C. Employee Responsibility:  
If an employee is subjected to harassment or other prohibited behavior, he/she shall take the following steps:
1) Tell the harasser that the behavior is offensive or unwelcome and to stop.  This shall be done in front of another employee, if possible.  The employee shall make it clear by his/her words or actions precisely what she/he finds offensive and that he/she want it to stop.  If the employee is unable or unwilling to speak directly to the harasser, she/he shall put the request in writing to his/her supervisor, the EEO Counselor or the Office for Career and Technical Education Ombudsman.  

2) Report the harassment to a supervisor, the EEO Counselor or the Office for Career and Technical Education Ombudsman.  When the incident is reported, the employee shall be asked to put his/her complaint in writing.  The report shall include exactly what occurred, including the date, time and place of occurrence.  The employee shall also include the name of any witness who was present or may have seen or heard the incident.  

D. Supervisor Responsibility:

1) The supervisor or other individual receiving a complaint or prohibited or inappropriate conduct shall ask the employee to put the specifics of her/his complaint in writing.  If the employee refuses, the supervisor or other individual shall:  (a) document the refusal and the specifics of the complaint as told to him/her by the complaining employee; and (b) ask the employee to confirm that his/her written version is accurate.  

2) A supervisor or other individual receiving a complaint of harassment shall report it directly to the appropriate Executive Director, who shall contact the Office of Human Resources or Legal Counsel before taking further action.  

E. Investigation:  
1) Depending upon the nature of the complaint, the Appointing Authority and the Legal Counsel shall determine whether the investigation shall be conducted from within the Cabinet or by an outside investigator.  The complainant, the alleged harasser and any witness may be asked to submit a written statement and may be interviewed.  During the course of the investigation, the complainant and the alleged harasser may be temporarily reassigned.  The alleged harasser may be placed on special investigative leave pursuant to: http://www.lrc.ky.gov/kar/101/002/102.htm    780 KAR 3:072, Section 9 (3).  

2) The Appointing Authority shall notify the Cabinet’s EEO Coordinator 

F. Final Action:
1) Appropriate action, which may include disciplinary action, up to and including dismissal, shall be taken, based upon the findings of the investigation.  The complainant and the alleged harasser shall be informed of the findings and of any action to be taken.  If the findings are inconclusive but the investigation reveals potentially problematic conduct, preventative action shall be taken.  The alleged harasser shall be reminded of the policy and further preventative measures may be taken including additional training to avoid a future recurrence or permanent reassignment.

2) The victims of harassment shall be referred to the appropriate resources, if necessary, to receive help in dealing with the effects of the harassment.  
G. Confidentiality:
The privacy of the complainant and the accused harasser shall be protected to the fullest ext4ent permitted by the circumstances.  An individual interviewed in the course of resolving the complaint shall be cautioned to treat the information as confidential.  Breach of this confidentiality shall be grounds for disciplinary action. 
H. Retaliation:  

Retaliation by or against any party involved in a complaint shall be strictly prohibited.  Retaliation in and of itself, shall be grounds for disciplinary action.  
I. False Accusation:

If a complaint is filed falsely and maliciously, or if it is learned that false information is provided to anyone in the course of an investigation, disciplinary action shall be taken.    
IV:  QUESTIONS OR CONCERNS:

       Any questions or concerns regarding this policy should be addressed to your      
supervisor or the individual authorized to handle discrimination matters.  
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Infection Control Program Policy/Bloodborne Pathogens

The purpose of the infection control program policy is to provide a comprehensive infection control system that maximizes protection against communicable diseases for employees, students and persons with whom they come in contact during their training program. 

The scope of this policy applies to all employees and students involved in health care training programs whose normal duties or training requirements can be reasonably expected to place them in contact with bloodborne pathogens or other potentially infectious materials.  This policy does not apply to simulated situations used for training purposes in the school.

The further intent of the Infection Control Program policy is:

(
To ensure that all employees have the training and immunizations required by state and federal regulations on an annual basis.

(
To recognize the need for work restrictions based on infection control concerns.

(
To prohibit illegal discrimination of any employee or student for health reasons, including infection and/or seroconversion with Human Immunodeficiency Virus (HIV) or Hepatitis B Virus (HBV).

(
To regard all medical information as strictly confidential -   No employee’s or student’s health information will be released without the signed written consent of the employee or student (or student’s parent or guardian).
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Layoffs 

In the event an employee is laid off as deemed necessary by reasons of lack of funds, lack of work, abolishment of position, or other changes in duties or organization, the employee affected by a layoff shall receive written notice.  This notice shall contain the effective date of separation, reasons for the layoff, and appeal rights information.  
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Liability

It is HIGHLY RECOMMENDED that administrative and instructional staff obtain liability insurance.  Liability coverage is available through professional organizations, such as KEA and ACTE and may be available through personal insurance providers.
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Local School District Service Credit

http://www.lrc.state.ky.us/kar/780/003/160.htm
New employees, who come to us from a local school district without a service break, may transfer sick leave hours and months of service from the previous employer.  Months of service from a local school district will be entered into the payroll system and used in determining annual leave and sick leave accrual rates.  
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Nepotism

No relative of an Office of Career and Technical Education supervisor shall be employed in any position over which the related supervisor has direct line supervisory authority.  The word “relative” means father, mother, brother, sister, half-brother, half-sister, husband, wife, son, daughter, aunt, uncle, niece, nephew, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law and step-relatives of the same relationship.  

This policy shall not apply to a relative who was hired prior to January 16, 1997 and remains an employee of the Department.  It shall, however, apply to all transfers or promotions on or after January 16, 1997.  
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Paycheck Issuance and Pay System 
Employees are paid one (1) pay period in arrears.  The paycheck received on the 30th is for the pay period covering the first 15 days of the month. If one of these days falls on the weekend, paychecks will be issued on the preceding Friday.  If the payday falls on a holiday, paychecks will be issued on the workday preceding the holiday.

Paychecks are released on the 15th and 30th of each month, except when those dates fall on Saturday, Sunday or Holidays.  No checks are to be released early and absolutely no paychecks are to be cashed or deposited to bank accounts prior to the 15th and/or the 30th.  Payroll offices and supervisors cannot release paychecks early as a convenience to personnel.  

(Added KAR and “the workday…the holiday” 02-12-07)
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Payroll Services Communications

Inquiries or questions relating to the technical preparation of payrolls or time and attendance reports should be directed to the Personnel/Payroll Officer.  

Return to Table of Contents
Personnel Forms - Obtaining
Most 151B personnel forms can be accessed through the Forms folder on the “M” Drive or through the OCTE website) printed and/or copied.  Most are also linked with related information in the Policy and Procedures Manual.  For assistance, contact the Personnel/Payroll Officer.  
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Political Activities 

Office of Career and Technical Education employees shall follow the guidelines outlined in the following:

·  Discrimination and Political Activities Prohibited – 151B  http://www.lrc.state.ky.us/KRS/151B00/090.PDF http://personnel.ky.gov/stemp/emphb/politic.htm Form/information
Back to Table of Contents
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Probationary Periods

151B 
http://www.lrc.state.ky.us/kar/780/003/060.htm  (780 KAR 3:060)
18A
http://www.lrc.state.ky.us/KRS/018A00/111.PDF  (18A.111)
18A
http://www.lrc.state.ky.us/kar/101/001/325.htm  (101 KAR 1:325)
Promotional probation:  If an 18A employee receives a promotion (moves up in grade and changes positions), he/she will be on probation for six (6) months.  

New 151B employees must go through a probationary period as follows:

	151B
	First 12 Months – Initial Probation

	151B
	Following 36 Months – Limited Status 

	
	                                      (Renewed on annual basis)

	151B
	Beginning 5th year – Continuing Status

	
	                                  (Can be dismissed for cause only)

	18A
	First Six (6) Months – Initial Probation


Employees on initial probation can be dismissed without cause.
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Reclassifications
· The Personnel Cabinet may do reclassifications of 18A employees for a specific group.  

· Supervisors can request a reclassification of an existing employee, if funds are available.  The request should be in writing and forwarded to the Personnel/Payroll Officer. 
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Records and Reports – Confidential Treatment 
(1)
Each employing unit shall keep true and accurate work records of all workers employed by it, of the wages paid by it to each worker and such other information, as the Secretary for the Education and Workforce Development Cabinet considers necessary for the proper administration of this chapter.  The records shall be open for inspection and subject to being copied by the secretary or his authorized representatives at any reasonable time and as often as necessary.

(2)
The Secretary for the Education and Workforce Development Cabinet may require any employing unit to furnish, to the cabinet at its central office, from time to time, information concerning:

a) The total amounts of wages paid, 

b) Total number of persons employed,

c) An individual record of each worker employed,

d) An individual record of each worker whose employment has been terminated or who has been laid off, 

e) An individual wage and hour record of each worker employed part time entitled to benefits, and

f) Other related matters, including hours worked, which the Secretary for the Education and Workforce Development Cabinet considers necessary to the effective administration of this chapter.

(3)
Information obtained from an employing unit or individual and other records made by the Education and Workforce Development Cabinet, Office of Career and Technical Education in the administration of this chapter are confidential and shall not be published or be open for public inspection, except as provided below:

a) Information may be made available to public employees in the performance of their duties, but the agency receiving the information shall assure the confidentiality, as provided for in this section, of all information so released.

b) A claimant or employing unit or his legal representative shall be provided upon request information or records maintained by the cabinet in the administration of his claim, his reserve account, his reimbursing employer account, or any proceeding under this chapter to which he is a party.

c) Statistical information derived from information and records obtained or made by the Education and Workforce Development Cabinet, Office of Career and Technical Education may be published, if it in no way reveals the identity of any claimant or employing unit. 

d) Nothing in this section shall preclude the Secretary or any employee of the cabinet from testifying in any proceeding under this chapter or in any court, or from introducing as evidence information or records obtained or made by the cabinet in an action for violation of state or federal law to which the cabinet is a party or upon order of the court.

(4)
No information or records held confidential under subsection (3) of this section shall be the subject matter or basis for any suit for slander or libel in any court, but no employer or employee, or his representative, testifying before the commission, the Secretary, or any duly authorized representative thereof, shall be exempt from punishment for perjury.





(RE: KRS 341.190)
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Retirees – KERS – Employment of

http://www.kyret.com/PensionReform/ReemploymentAfterRetirement_Final.7.08.pdf  

Previous employees (primarily support staff) who retired through KRS (Kentucky Employees Retirement System) can be reemployed.  Personnel regulations have specific information. 
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Retirees – KTRS – Employment of

The 2002 General Assembly passed new regulations that will impact hiring retirees.  Please reference Kentucky Teachers’ Retirement web site http://ktrs.ky.gov/ for information.  Additional information will be forwarded as received

Return to Table of Contents
Retirement, Resignation and Transfer

Notice of separation by retirement, resignation or transfer must be submitted to supervisor in written form and forwarded to the Personnel/Payroll Officer.  (See Separation this section.)

Retiring employees may be paid (see below “Failure of Employee to give 30 thirty (30) calendar days notice”). 
Amended (see below) notation 08-07-07
· Annual leave up to the maximum allowable for their particular months of service.  (See Annual Leave) and 

· Comp Leave (See Compensatory Leave)

If an employee participating in KTRS transfers to another state agency where he/she may continue to pay into KTRS, the Personnel/Payroll Officer  shall notify KTRS that the individual has transferred and to what location.  
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Safety

Safety for all employees, students and clients of the Education and Workforce Development Cabinet, Office of Career and Technical Education is of the utmost importance.  It is the policy of the Cabinet to emphasize safety as we work to accomplish our mission: to prepare Kentucky’s current, future and emerging workforce for employment, lifelong learning and independence in a changing global economy.  

It is the responsibility of the employee:  (a) to make a reasonable effort to maintain a safe and healthy work environment in his/her work area; (b) to report accidents in a timely manner; and (c) to apprise the supervisor of potential health and safety hazards of which they have knowledge.

When submitting accident reports, the supervisor is responsible for keeping all medically related information confidential.  It MUST NOT BE forwarded with a safety report.  

The Office of Career and Technical Education offers a seven (7) hour workshop focused on the school as a workplace.  The safety contact person can provide extensive information.  

The 18A Employee Handbook:  http://personnel.ky.gov/stemp/emphb/   outlines the Kentucky Safety Program and rules.
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Separation – Retirement/Resignation - Full-Time Employees

Extended Sick Leave:  An employee shall be considered to have resigned:

· If he has been on one (1) year continuous sick leave without pay;

· Has been requested by the appointing authority in writing to return to work at least ten (10) days prior to the expiration of sick leave;

· Is unable to return to his former position;

· Has been given priority consideration by the appointing authority for a vacant, budgeted position with the same agency, for which he qualified and is capable of performing its essential functions with or without reasonable accommodation; and
· Has not been placed by the authority in a vacant position.

Absent Without Leave:  Employees absent without leave or notice to supervisor for ten (10) working days shall be considered to have resigned.  (780 KAR 3:072 Attendance, compensatory time, and leave for certified and equivalent service, Section 10) http://www.lrc.state.ky.us/kar/780/003/072.htm
Leave Time Conversion to Sick Leave and to Retirement Credit:  Unused sick leave days count toward retirement credit under the:

· Kentucky Teacher Retirement System (KTRS)  http://ktrs.ky.gov/    

· Kentucky Retirement System (KRS) http://www.kyret.com/
Failure of a 151B employee to give thirty (30) calendar days notice with his resignation may result in forfeiture of accrued annual leave.  
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Separation/Resignation – Part-Time Employees

Part-time, hourly employees who have not worked for six (6) months shall be deemed to have resigned and shall be removed from the position, unless notified by the center principal of intent to work the individual within the immediate future.  This also applies to dual positions.
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Staff Exchange

http://www.lrc.state.ky.us/kar/780/003/080.htm
Staff exchange is an activity that allows the teacher to work in industry for up to (2) weeks.  This is primarily done during the Extended Employment time frame (June 16 – July 31) and as a part of the approved Extended Employment Plan.  The activity shall be one that will enhance the teacher’s knowledge and is beneficial in the classroom presentation.  The staff exchange site shall be one that exhibits a safe and clean working environment.   Staff Exchange participation forms are located on the Principal’s Resource page at http://www.kytech.ky.gov/ .  
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Transfers

Employees transferring within our Cabinet/Department or to another state agency must provide written notice to the supervisor and the Personnel/Payroll Officer.  Also, a Voluntary Transfer or Voluntary Demotion form must be signed by the employee and forwarded to the Personnel/Payroll Officer for completing and processing.  

· Voluntary Transfer or Voluntary Demotion  - 151B
· Voluntary Transfer or Voluntary Demotion – 18A  

http://personnel.ky.gov/NR/rdonlyres/AEB79AD2-020E-46E0-AAB7-9E510554C66C/0/voltrans.doc 
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Travel
(http://finance.ky.gov/internal/travel/ )
http://www.lrc.state.ky.us/kar/200/002/006.htm
(Employees Reimbursement of Travel)
http://www.state.ky.us/agencies/adm/mgrmessage.htm  (Processing documents)
All travel by staff shall be prior approved.  Travel expense and mileage reimbursement rates, along with additional information, are outlined in the travel regulations available in the area technology centers administrative office. 

Some notes relating to the travel regulations:

· Keep a log of approved, reimbursable mileage.

· Keep motel receipts.  A receipt is required for lodging reimbursement.  If lodging is with an individual instead of a commercial location, provide name, address and phone number.

· Meals are reimbursable with proof of lodging (as outlined in the regulations) and are usually paid at a subsistence rate.  The time frames for meal reimbursements indicated in the regulations are inclusive.  (Example:  to be reimbursed for lunch, you must leave your home or work station, whichever is closest, prior to 11 a.m., when departing and return after 2:00 when returning.)  

· Subsistence rate for dinner may be reimbursable without lodging.  (http://www.lrc.state.ky.us/kar/200/002/006.htm, Section 7, Reimbursement Rates, Subsistence, paragraph b) Meal reimbursement without lodging is subject to taxation.  

· Meals may be reimbursable without lodging, if the employee travels out of state for the day and returns in the same day (http://www.lrc.state.ky.us/kar/200/002/006.htm, Section 7, Reimbursement Rates, Subsistence, paragraph c).

Travel that requires lodging and meal reimbursement within 40 miles of the employee’s work or home, whichever is closest, requires a travel waiver letter.  This must be done in advance and approved prior to the travel dates.  

Travel – Out-of-State – Must be prior approved.  Approval requests must be forwarded to Frankfort at least six (6) weeks prior to travel date. 
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Tuition Waiver for Area Technology Center Employees

· Kentucky Council on Postsecondary Education http://www.cpe.state.ky.us/policies/policies_tuitionwaiver.asp
· 2:51: Faculty and Staff Tuition Waiver Program Policy - Adopted May 22, 2000 http://cpe.ky.gov/NR/rdonlyres/7320D824-A042-476A-8FC3-0A8F763B3F12/0/TuitionWaiverPolicy_20060619.pdf  
The 2000 legislature passed Senate Bill 240 that allows the waiver of tuition for college credit course work for all regular, full-time employees in our Area Technology Centers.  This bill allows for a maximum of six (6) credit hours per term, including summer term, at any public postsecondary institution.  The Tuition Waiver Form (available on the Office of Career and Technical Education Website) must be completed by the staff member and forwarded to the Central Office for approval.  A signed, approved copy will be returned to the staff member for submitting when registering for classes.  

The participant in the Employee Education program shall give permission (via the Tuition Waiver Form) for the Office of Career and Technical Education to receive:  the course(s) taken; classification of the course(s); and the specific amount of tuition waived. 

The waiver is for tuition only.  Books and lab fees are not included unless they are part of the tuition.
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Workplace Violence

Personnel Cabinet Reference:  http://personnel.ky.gov/stemp/emphb/violence.htm 
Finance and Administration Cabinet Reference:  finance.ky.gov/internal/emergency/
780 KAR 3:065. Certified and equivalent service administrative regulations.  
http://www.lrc.state.ky.us/kar/780/003/065.htm  (151B-Workplace Violence Policy) 

780 KAR 6:005. Unclassified service administrative regulation 
http://www.lrc.state.ky.us/kar/780/006/005.htm
(151B-Unclassified-Workplace 
Violence Policy)

The Education and Workforce Development Cabinet is committed to providing a safe and secure environment for its employees and customers.  Acts of violence such as physical assault, threatening behavior or verbal abuse in facilities operated by the Cabinet will not be tolerated.

Employees that engage in acts of violence shall be subject to disciplinary action up to and including dismissal.  In the event that an individual’s (employee or customer) actions are perceived to endanger the safety and well-being of any employee or customer, appropriate law enforcement agencies including building security, police departments, county sheriffs, and state police and supervisory personnel should be notified immediately.  Refer to the Safety - Desk Guide – Emergency Telephone Numbers. 
The Safety - Desk Guide – Emergency Telephone Numbers or Local District form must be completed and maintained at the secretary/receptionist’s desk and/or other locations deemed appropriate.

Other acts of violence that are of a less threatening nature should be promptly reported to supervisory personnel.  Use of the Safety - Violent Incident Report Form is recommended. 

A Safety - Violent Incident Report Form shall be completed and forwarded to the Office of Career and Technical Education, Safety Officer, when a situation warrants. 
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