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Retirement Forms may be obtained at respective web sites:

· KTRS:  http://ktrs.ky.gov/ 
· KERS:  http://www.kyret.com/
The following information/eligibility charts indicate what benefits are available to employees, based on their classification.

· 151B Payroll Deductions/Accrual/Benefits




· 18A Benefits Eligibility Chart






Equal Education and Employment Opportunities M/F/D

Annual Increment  

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

151B Information  
http://www.lrc.state.ky.us/KRS/018A00/355.PDF    

18A Information

RE:  General Policies
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COBRA     

http://www.dol.gov/ebsa/faqs/faq_consumer_cobra.html - Federal Information

http://personnel.ky.gov/dei/10planyear/cobra.htm - State Information

If an employee and/or any covered dependents lose group health insurance due to termination of employment, or a reduction in work hours, the employee has the right to continue participation in the Public Employee Health Insurance Program at his/her own expense under COBRA.   (Reference web site above) 

Other situations that may be covered under COBRA:

· An employee’s spouse or dependent loses group health insurance coverage due to divorce, dependent gets married, dependent reaches age limit, etc., the ex-spouse and/or dependent(s) will have the right to continue coverage at his or her own expense under COBRA for up to 36 months depending on the Qualifying Event. 
· COBRA also allows employees considered to be totally disabled (while awaiting approval for Medicare), to maintain insurance for up to 29 months from the date of the Qualifying Event.  The 11-month disability extension must be requested through Central Office before the original 18 months of COBRA runs out. 
Employees and/or their covered dependents that are entitled to COBRA coverage will be sent notification by the Personnel/Payroll Officer, as applicable.  The employee will be given 60 days from the date insurance coverage terminates or 60 days from the date of the COBRA notice, whichever is later, to elect COBRA. If the employee wishes to continue insurance under COBRA, he/she must complete the election form, COBRA insurance application, and return it to the Agency Insurance Coordinator along with a check for the appropriate amount to make his/her health insurance coverage current.  After that, the employee will be responsible for making all premium payments, on time, directly to the insurance company.
Return to Table of Contents
Commonwealth Choice (FSA – Flexible Spending Account)
State employees have the option of participating in Commonwealth Choice.  RE:  Guidelines/information in booklet available from the Personnel/Payroll Officer.  This is a tax deferment plan for out-of-pocket, non-insurance reimbursable medical expenses (see specific list in the booklet – others would need to be prior approved) and day care.  Reimbursement MUST be for expenditures within a calendar year and requested within the timeframe allotted for that calendar year.  EMPLOYEE MUST COMPLETE APPLICATION ANNUALLY, DURING OPEN ENROLLMENT – AT THE SAME TIME HEALTH INSURANCE APPLICATIONS ARE COMPLETED.      NEW HIRES MUST COMPLETE THE APPLICATION AND FORWARD WITH THE HEALTH INSURANCE APPLICATION.  



http://personnel.ky.gov/stemp/emphb/fsa.htm 
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Credit Union

State employees can participate with some Credit Unions through payroll deduction.  Additional information is available from the Personnel/Payroll Officer.  
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Deduction Percentages

To have an additional amount/percentage of federal and/or state tax deducted from your paycheck, a new W-4 and/or K-4 should be completed and forwarded to the Personnel/Payroll Officer.
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Deferred Compensation http://personnel.ky.gov/kpedca.htm 
The Kentucky Deferred Compensation Authority provides supplemental retirement coverage.  This is an option for the employee.  The employee pays no federal or state taxes on the portion of her/his income contributed to the plan, until withdrawal.  Contact Kentucky Public Employees Deferred Compensation Authority to enroll.  
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Direct Deposit       Direct Deposit Form (Located in Personnel Forms Library)
Direct deposit of state paychecks is an option available to the employee.  To participate, the employee must complete the necessary form and forward it to the Personnel/Payroll Officer.  Until request clears the Payroll System, payment documents should be closely reviewed to determine if they are actual checks or an electronic transfer check stub. 
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Insurance – Health 
 http://personnel.ky.gov/dei/ 
Eligible employees (as outlined in the Eligibility Benefits section 151B and 18A http://personnel.ky.gov/dei/ ) are allocated a specific amount toward the purchase of health insurance.  This amount may change annually during open enrollment.  Open Enrollment dates are established by the Personnel Cabinet (typically in the fall months). 
State paid health insurance coverage for eligible new hires begins the first day of the month following the first full month of employment (example: individual hired May 23, is eligible to be covered by health insurance on July 1.) Health insurance forms MUST be completed and returned to the Personnel/Payroll Officer the first week of employment or as designated during open enrollment.   
Employee premiums deducted are tax sheltered.  

Return to Table of Contents
Insurance – Life
http://personnel.ky.gov/stemp/emphb/life.htm 
State paid life insurance is provided for eligible employees.  The state pays for coverage of $20,000.  Optional additional coverage is available through the plan.  The employee must complete the necessary application.  A beneficiary form is also provided.  

State paid life insurance coverage for eligible new hires begins the first day of the second month following the month of employment (example: individual hired May 23, is eligible to be covered by health insurance on July 1.)
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Insurance – Optional

There are several optional insurance plans, which can be payroll deducted, (such as life, dental, etc.) provided they are on the State’s approved deduction list.  Contact the Personnel/Payroll Officer for specific information.  

Return to Table of Contents
KEAP (Kentucky Employee Assistance Program) http://personnel.ky.gov/emprel/keap/ 
http://www.lrc.ky.gov/kar/101/002/160.htm
KEAP is a confidential program for helping employees find solutions to the personal problems that affect job performance, personal life, and general well being.  These problems may be emotional, financial, marriage/family, or substance abuse.  The employee can contact them directly or in certain instances the employer may make that initial contact as it relates to a personnel issue. 
State employees and their dependents are eligible for KEAP services, and there is no cost for its information or referral services.  All personal contact with KEAP is strictly confidential as permitted by state and federal law.  Employee involvement with KEAP is permitted on state time with the supervisor’s prior approval.  Supervisors may refer employees to KEAP when job performance deteriorates; however, participation is voluntary.  
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Miscellaneous Payroll Deductions

There are several miscellaneous deductions including Deferred Compensation, membership fees, and insurance programs that can be payroll deducted. These must be on the State’s approved deduction list.  Contact the Personnel/Payroll Officer for specific information.

Return to Table of Contents
Paycheck Option – 21/24 Rates

Employees who are designated as ten and one-half (10.5) month employees have the option of choosing to have their ten and one-half (10.5) month salary paid in 21 paychecks or 24 paychecks.  
· Annually, the Personnel/Payroll Officer will provide a form to the ATC Principal for this designation (usually in May or June).

· All 10.5 month employees must choose an option, sign and return as requested.  

· The effective date of the new selection will be August 1.

· The 21 pay selection means that the qualifying employee’s 10.5 month annual salary will be divided into 21 payments from August 1 through June 15 (pay periods ending August 15 through June 15).

· The 24 pay selection means that the qualifying employee’s 10.5 month annual salary will be divided into 24 payments from August 1 through July 31 (pay periods ending August 15 through July 31).  

· Employees hired after August 1, will have their salary paid at the 21-pay rate through June 15.   

(Updated 09-11-08)

Return to Table of Contents
Retirement Plans

Eligible employees in the Office of Career and Technical Education actively participate in one of two retirement systems:

· KTRS (Kentucky Teachers Retirement System) http://ktrs.ky.gov/:  Primarily serves Instructors and Administrators

· KERS (Kentucky Employees Retirement System) http://www.kyret.com/ :  Primarily serves support staff

A retirement plan year is July 1 through June 30.  

If contemplating retirement, an employee should begin talking with their respective retirement systems no less than one (1) year prior to the anticipated effective date.  There are several factors that may impact the retirement process:

· Employees can retire using a combination of time paid into both systems.  

· Leave Balances:  Consider what you can be paid for, what you need to use, what counts toward service credit in your particular system.

· Pay for Annual and Compensatory Leave:  Consider putting funds into Deferred Compensation to defray the tax burden.

· Best Time to Retire:  Advance planning can impact what you draw.  Confer with your respective retirement system(s).  

· Disability Retirement:  This is a part of our retirement systems.  Contact respective systems for specific information if needed.

Return to Table of Contents
Retirement Plans – Determining which Retirement System the Employee Participates In

(This section added 09-12-06)
KTRS

· Teachers pay into Kentucky Teacher Retirement System

· Administrative Employees pay into KTRS when the position/classification states that a degree is required and there is no experience substitution clause

· In order to be a member of KTRS, the position has to require a degree (with no substitution clause) and the person has to have a degree.  If both of these criteria aren’t met, then the individual would go under KERS.  Example:  If the position has a substitution clause for the degree, the person will have to go under KERS (even if the individual has a degree). 
KERS

· Eligible clerical and maintenance employees will pay into Kentucky Employees Retirement System (KERS).
· Administrative Employee with degree:  If the position has a substitution clause for the degree, the person will go under KERS. 
(Amended 08-09-07)
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Retirement Plans – Membership Application

Newly hired employees shall complete a membership application for their respective retirement system no later than ten (10) days after employment.  This application form shall be forwarded to the Personnel/Payroll Officer for verification of employment.  Until the application is on file, the retirement plan has no information (including beneficiary) on the employee other than name and social security number.  

When an individual, who is currently contributing to KTRS, comes to the Office of Career and Technical Education from a Local District or other agencies, the Personnel/Payroll Officer shall notify KTRS of the new employee’s name, social security number, and appointment date.  A new membership application is not required.  

Retirement – KTRS – Service Credit   

A retirement plan year is as follows:

· Twelve (12) month employees – the plan year is July 1 through June 30, which is figured at 260 or 261 days per year (based on the calendar); 

· Ten and one-half (10.5) month employees - the plan year is August 1 through June 15, which is figured at 227 to 230 days per year (based on the calendar).  

Refer to the KTRS web site (http://ktrs.ky.gov/ ) for additional information.  

Return to Table of Contents
Savings Bonds
http://personnel.ky.gov/stemp/emphb/bonds.htm 
The purchase of Savings Bonds can be payroll deducted.  Contact the Personnel/Payroll Officer for additional information.
Return to Table of Contents
TEFRA http://personnel.ky.gov/NR/rdonlyres/ACB0D810-7303-427E-9649-4645D0235C5A/0/tefra.doc 
As a result of the Tax Equity and Fiscal Responsibility Act of 1982 (TEFRA), Medicare now supplements employer group health insurance plans.  This means that if an employee chooses coverage under the state sponsored health insurance plan, Medicare will pay benefits on a secondary basis.  Employees 65 years of age or over, have the option of staying with the state sponsored plan or changing to TEFRA.  

Employees may contact their local Social Security office and/or check the Centers for Medicare and Medicaid Services Website at http://cms.hhs.gov/default.asp before making their decision.  

See for http://personnel.ky.gov/NR/rdonlyres/ACB0D810-7303-427E-9649-4645D0235C5A/0/tefra.doc TEFRA letter to send to employee/s approaching 65 years of age.
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Unemployment Insurance    http://personnel.ky.gov/stemp/emphb/unemploy.htm 
An employee who works ten (10) consecutive weeks may be eligible to draw unemployment against our fund.  This includes part-time, hourly employees.  

Notice of claims shall be forwarded to the Personnel/Payroll Officer for response.  Responses must be timely and within the specified time frame to avoid losing the opportunity to deny a claim.

Return to Table of Contents
Unemployment Insurance - Penalties (KRS 341.990)

http://www.lrc.state.ky.us/KRS/341-00/990.PDF
(Chapter 341 relates to Unemployment Compensation.)

(1) Any employee of any state department who violates any of the provision of KRS 341.110  (http://www.oet.ky.gov/des/news/senatebill113draft.pdf)  to 341.230 shall be guilty of a Class B misdemeanor.

(2) Any person subpoenaed to appear and testify or produce evidence in an inquiry, investigation, or hearing conducted under this chapter who fails to obey the subpoena shall be guilty of a Class B misdemeanor.

(3) Any subject employer, or officer or agent of a subject employer, who violates subsection (1) of KRS 341.470, shall be guilty of a Class A misdemeanor.  (http://www.lrc.ky.gov/KRS/341-00/990.PDF )
(4) Any person who violates subsection (2) of KRS 341.470 shall be guilty of a Class A misdemeanor.

(5) Any persons who knowingly makes a false statement or representation of a material fact or knowingly fails to disclose a material fact to the secretary to obtain or increase any benefit under this chapter or under an employment security law of any other state, or of the federal government, either for himself or for any other person, business entity, or organization shall be guilty of a Class A misdemeanor unless the value of the benefits procured or attempted to be procured is one hundred dollars ($100) or more, in which case he shall be guilty of a Class D felony.

(a) Any person who knowingly makes a false statement or representation, or who knowingly fails to disclose a material fact to prevent or reduce the payment of benefits to any worker entitle thereto, or to avoid becoming or remaining subject to this chapter, or to avoid or reduce any payment required of an employing unit under this chapter shall be guilty of a Class A misdemeanor unless the liability avoided or attempted to be avoided is one hundred dollars ($100) or more, in which case he shall be guilty of a Class D felony.

(b) Any person who willfully fails or refuses to furnish any reports required, or to produce or permit the inspection or copying of records required in this chapter shall be guilty of a Class B misdemeanor.  Each such false statement, representation or failure and each day of failure or refusal shall constitute a separate offense.

(6) In any prosecution for the violation of subsection (5) or (6) of this section, it shall be a defense if the person relied on the advice of an employee or agent of the department.

(7) Any person who willfully violates any provision of this chapter or any rule or regulation under it, the violation of which is made unlawful or the observance of which is required under the terms of this chapter, and for which no specific penalty is prescribed in this chapter or in any other applicable statute, shall be guilty of a violation.  Each day the violation continues shall constitute a separate offense. 
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Workers’ Compensation http://personnel.ky.gov/emprel/workerscomp/  
Also see (780 KAR 3:065, Section 4) 

Work related injuries shall be reported immediately to the supervisor.  The supervisor is responsible for completing necessary paperwork and confirming that the report of injury was phoned in to Workers’ Compensation.  

· Death of Active Employee:  If an employee dies at work (even if it seems the death was not work related), it MUST be reported to Workers Compensation within twenty-four (24) hours.  Failure to do this may result in fines against the Office for Career and Technical Education.

· It is not OCTE’s job to determine if the injury is work related; OCTE’s job is to process the paperwork so that the appropriate people can make that determination.  

Off-Site Work Related Activities: As with most instances of legal interpretation, no absolute answers may be given since any situation must be judged on different criteria.  Following are four different situations where staff from the Office of Career and Technical Education may be in industrial or business establishments and where they may or may not be covered by Workers’ Compensation:

· During Regular Employment:  If one of our employees is participating in an off-site work activity, such as staff exchange, factory schools, etc., AND is receiving pay as part of his/her regular work activities, the employee is covered under our Workers’ Compensation.  However, the off-site work location is obligated to maintain a safe and healthy work environment.  

· Personal Time:  During an interval such as summertime, when an Office of Career and Technical Education employee is not being paid by the Office of Career and Technical Education and chooses to do staff exchange or other professional training on his/her own time, that individual is NOT covered by our Workers’ Compensation. 

· Working on Personal Time:  An Office of Career and Technical Education employee working for pay in a company when not being paid by his/her education employer is an employee of that company or any independent contractor and the company is responsible for workers’ compensation coverage, not state government. 

· Activities Outside of Work Assignment:  An Office of Career and Technical Education employee, during regular working hours in an activity of personal involvement not assigned by a supervisor and not in his/her official capacity of her/his regular or specially assigned duties, is not covered by the Office of Career and Technical Education’s workers’ compensation, since such activity may be deemed not to be within the “scope of employment.”

Also see Biohazard (Guide to Possible Biohazards in the Work Place)  
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