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Education and Workforce Development Cabinet
Office of Career and Technical Education

SECTION 4     -     PAYROLL

FIRST CHECK PROCEDURE/EARLY RELEASE OF NEW EMPLOYEE PAYCHECKS

FIRST CHECK PROCEDURE/EARLY RELEASE OF NEW EMPLOYEE PAYCHECKS

When a new employee comes on board, Personnel Memo 00-06 (see link below) states their first paycheck should be given to the new employee as soon as the agency receives it in their office.  This should enable the new employee to receive a paycheck for the fist pay period he or she works in the third week of employment, instead of at the end of the second pay period.  This applies to all new full-time, part-time and interim employees.  Personnel Memo 00-06 is located at http://personnel.ky.gov/NR/rdonlyres/19A71D1B-96BB-40E1-BD52-B07C26FBFC69/0/pm0006.pdf  

Employees coming on board (New Hires) should be given a form “First Check Loan Application”.  The new hire has the option of applying for a loan through the Kentucky Employees Credit Union and the Commonwealth Credit Union.  See New Loan Application Form from the forms library at 

http://personnel.ky.gov/NR/rdonlyres/42DAFE66-0329-417C-8D45-16FD5ED6A69D/0/loanapp.pdf
Note:  This applies only to new employees; the issuance of paychecks for all other employees shall be on the usual pay dates of the 15th and 30th of the month.
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