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Request for Personnel Action Exemption Process

(for agencies who fall within KRS Chapter 12 and 18A)

This process does NOT apply to the following entities such as:
Legislative Research Commission (LRC)/General Assembly

Administrative Office of the Courts (AOC)
Judicial Form Retirement Systems




Constitutional Offices
County Clerks and Sheriffs Offices




Personnel Service Contractors (PSCs)
Property Valuation Administrators (PVAs)



Unified Prosecutorial System (UPS)
KRS Chapter 151B





KRS Chapter 16
Board members
An approved Personnel Action Exemption is required for the following actions: 

· Appointments
· Change in Pay (Salary Adjustment)

· Establishment/Fill New Position

· Fill Vacancy

· Rehire (Re-employ/Re-instate)
· Position Number Changes, both Internal and External (Promote/Detail)
It is not required for the following:

· Reclassification

· Work County Change

· Position Number Change-Internal (Reversion)

· Position Number Change-Internal (Demotion)

· Position Number Change-Internal (Transfer In)

· Position Number Change-External (Transfer Within -Voluntary or Involuntary)

· Position Number Change-External (Demotion)

Completing the Personnel Action Exemption form:
Request forms for both Merit and Non-Merit are available on the Personnel Cabinet’s website under the Forms Library as well as the HR Administrators webpage. Simply open the document and select the Merit or Non-Merit tab at the bottom. Complete all fields on the form otherwise it will be returned without review.  Once you are finished, save a copy of the completed form. 

The title of the form should be as follows: 

Non-Merit positions = Use ‘NM’ /the agency’s Cost Ctr # / Position # / Class Title: (Example: NM 55790-30000652 Exec Dir)
Merit positions = Use agency’s Cost Ctr # / Position # / Class Title: (Example: 55790-30000652 Admin Spec II)
New position (no Position # available) = Use agency’s Cost Ctr # /‘Establish’ / Class Title: (Example: 55790-Establish Admin Spec II)
Person is going to new agency = Use the same titling rules for the NEW agency

Submitting the Personnel Action Exemption form:
Submit the completed form as well as any required documentation to PAA.Mailbox@ky.gov . The subject of the email should match the title of the document.
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