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Education and Workplace Development Cabinet

Office of Career and Technical Education

SECTION 9

HUMAN RESOURCES

PAPERWORK Packet

P-1 APPOINTMENT DOCUMENTATION NEEDED

INITIAL PACKET (PAPERWORK NEEDED TO PROCESS APPOINTMENT) 


Personnel Request Memo

1) Priority List (Sent To Personnel/Payroll Officer From Frankfort)

2) Appointment Approval/Screening Committee Form

3) Placement Form (151B Only, Completed by Personnel/Payroll Officer)

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)



KTRS:
 http://www.ktrs.ky.gov/  

KERS:  http://www.kyret.com/
2) I-9   (INS – Employment Eligibility Verification)

http://www.uscis.gov/files/form/i-9.pdf 
With Backup (Driver’s License and Social Security Card)
3) Criminal Record Check (Fingerprint Card)
· Criminal Record Check – General Information
· Criminal Record Check – Regulations
· Criminal Record Check - Who has to be fingerprinted
· Criminal Record Check – Processing a Fingerprint Card
4) Discrimination Form
Discrimination and Political Activities Prohibited – 151B
Political Activities – 18A    http://personnel.ky.gov/stemp/emphb/politic.htm  (Employee shall read, sign and date; and receive a copy of the form)

5) Biohazard Form
6) Drug Free Workplace Form

7) Gift Brochure Form -  Gifts - Acceptance of
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   (Located in Personnel Cabinet Website)
This section added./amended:  October 6, 2007.
Related Information

Required forms will vary, depending on the type of employee being hired.  Please see the following:

· 151B Employee – Hiring Paperwork Checklist
· 18A Employee – Hiring Paperwork Checklist
· Hiring Paperwork Checklist – Non P-1, Short Term, Substitute and Clerical, Maintenance and Student Labor
· Criminal Record Check Fingerprint Card
Equal Education and Employment Opportunities M/F/D
I-9   (INS – Employment Eligibility Verification)

Completion of the I-9 and submission of supporting documentation is a requirement of employment. For the most current on-line version of the form I-9 – click on  

http://www.uscis.gov/files/form/i-9.pdf   This form also contains information concerning completion of the form. 
Overtime Compensation Election Form 

This form is used by the employee (usually 18A) who is qualified to accrue comp time at time-and-a-half or be paid at the rate of time-and-a-half - for hours worked over 40 in a single week.  The employees are required to make this selection when being hired and may make changes at six-month intervals.  The form is available through the Personnel Cabinet Website  
http://personnel.ky.gov/formlby.htm Under the Forms Library Overtime Compensation Election Form.

Criminal Record Check – General Information KRS 160.380 
· No individual shall be employed in any position in the KY TECH System who is a violent offender or has been convicted of a sex crime as defined by KRS 17.165 which is classified as a felony.

· All new certified hires shall submit to a national and state criminal history background check.  See exclusion in KRS 160.380 (4) a.
· Each classified initial hire shall submit to a state criminal history background check.

· January 2000, the Office of Career and Technical Education began use of the 10-fingerprint card.  

· Fingerprinting for the Office of Career and Technical Education shall be done on the cards issued from the Human Resources Office.  These cards have an “ORI” number assigned by the Federal Bureau of Investigation.  This number is specific to the Office of Career and Technical Education and allows OCTE clearance to receive the results of a national background check.  

· The fingerprint cards, with the Office of Career and Technical Education’s ORI number preprinted, are provided to the Cabinet for Education and Workforce Development’s Human Resources Office. 

· Background records are highly confidential.  Access should be limited to the Appointing Agency and the person identified to review the results.  

· Because of the highly confidential information; documents shall be secured according to federal and state laws.  However, the results can be shared with other education agencies that have ORI numbers assigned by the FBI.

· Each office is required to maintain the cards in a secure place.

CRIMINAL RECORD CHECK  - PROCESS for Completing the Card:


(See:  fingerprint card for number references)  

Criminal Record Check Fingerprint Card
Ask the applicant for a valid driver’s license or some other form of picture ID to identify the applicant.

These items are listed according to the line on the fingerprint card.  

Information must be printed or typed.

1. Original signature of the applicant

2. Complete street address, city, state, and zip code of applicant

3. Use the date the applicant is fingerprinted

4. Signature of person who takes the fingerprint

5. Name of school and school address that will be doing the hiring

6. Reason for fingerprinting must be detailed and KRS cited - Example:  New       hire/Certified substitute teacher KRS 160.380  It is important that it is stated if it is a new hire or current employee, if they are certified (151B) or classified (18A), and KRS 160.380.  Be sure that the one of the following sets of information is in ” Reason Fingerprinted” block:

(a) Certified Teacher KRS 160.380; (b) Classified (Position) KRS 160.380

7. Full name of applicant

8. Aliases also includes nicknames, maiden names, or any prior    married names

9. Citizenship—Use USA

10. Leave blank

11. Leave blank

12. Leave blank

13.  Print Social Security number

14.  Leave blank

15.  Sex—“M” or “F”

16.  Race - Ask the applicant for the race they prefer to use


“W” for Caucasian;   “B” for African Americans;   “A” for   Asian

17.  Height in feet and inches

18.  Weight in lbs.

19.  Eye color:    “GRN” for Green;
    “BLU” for Blue; 
“BRN” for Brown;    


               “BLK” for Black; 
    “HAZ” for Hazel

20.  Hair color:   “BLK” for Black;
    “BRN” for Brown; 

               “RED” for Red;
    “GRY” for Gray;
 “BLD” for Blonde

21.  Date of birth—Use six digits that would be hyphenated.  Example:   11-10-70.

22.  Place of birth—List state only

Routing Fingerprint Cards

Completed cards shall be forwarded from the school to the ABO Personnel/Payroll Administrator so that the correct routing and payment process can be maintained.  

· Personnel Administrator will:

· Confirm that all necessary areas are completed on the card

· Prepare cover letter listing cards included and requesting inter-account process

· Forward cards and letter to:

Kentucky State Police, Records Branch

ATTN:  Name Search, 1250 Louisville Road, Frankfort, KY  40601
· Responses from KSP & FBI will be forwarded to Central Office

· Central Office will distribute responses

· Central Office will address any negative responses and apprise ABO as necessary

· If necessary to contact KSP by phone, call Name Search Section at (502) 227-8700 and ask for the Background Specialist that covers your particular area. 

Routing a Returned Card

If a fingerprint card is returned due to smudged fingerprints or incomplete data, a cover sheet will be included indicating area(s) that need to be addressed and/or corrected.  Occasionally, the card will need to be completely redone, if so, this should be indicated on the cover sheet.  The card(s) and cover sheet should be returned to the agency from where it was received – unless otherwise noted.  

Fees

Processing fees are inter-accounted by Kentucky State Police (KSP) to Office of Career and Technical Education Central Office.  Inter-account will provide list of all debits for certified and classified employees.  The cost is then prorated to the respective schools submitting the fingerprint request.  
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