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Message From the Director:

| hope everyone is having a wonderful summer.

For Your Information: My assistant, Stephanie Carpenter, will soon be celebrating the birth of her second
child. During her absence, Myrissa Patton, will be assisting me with administrative duties. If you receive
emails/notices from her, please do not disregard them as coming from an unknown sender.

If you have any questions, please do not hesitate to contact me at 502/564-6464 or at
MaryE.Harrod@ky.gov. You are also welcome to contact any of my branch managers with area specific
questions at:

Processing & Records Branch: Carolyn Bruce- 502/564-6873x4126
Payroll Branch: Carol Kelien- 502/564-6883x4120
Classification & Compensation: Jim Lambert- 502/573-0318

Thank you!
Commissioner Secretary Director
Carla Hawkins Brian Crall Mary Elizabeth Harrod
Department for Personnel Personnel Cabinet Division of Employee

Administration Management




Processing & Records

NEW EMPLOYEE:

We would like to take the opportunity to announce the newest member of the Processing & Records Branch
family: Pam Brookman. Pam will be transferring to us from CHFS on July 16™. She is replacing Sissy
Burnham who previously processed personnel actions for Health & Family Services. However, until further
notice please continue to direct your inquiries (CHFS) to Carolyn Bruce 564-6873x4126 or Paula Round at
564-6873x4128. Thank you.

Upcoming Training:

Reminder: We will be holding the training event entitled Introduction to Processing Personnel Actions on
Tuesday July 25, 2006 from 8:30a.m.- 12:00p.m. in the Personnel Cabinets’ Training Room located at 801
Teton Trail, Frankfort.

This training will be required for all Personnel Administrators and/or other staff who have been responsible
for processing personnel actions since January 1, 2006 and for those who did not have the chance to
attend any of the previous training sessions held January 31, February 1 or March 10 . The objective is to
present you with the basic information needed in processing your personnel actions in a more efficient and
effective manner. You will gain the knowledge of how the process should work not only on your end but
ours as well.

Please contact Stephanie Carpenter with any questions and to register yourself and/or other staff members
in need of this training, no later than Friday, July 14, 2006 . Your may contact her at 502/564-6464 or by
email at Stephaniel.Carpenter@Kky.gov.

Thank you for your time and | look forward to seeing you there.

Update:

Form update:

Please note that we have updated the following form: “Voluntary Transfer / Demotion / Salary Retention
Agreement Form ”. This form can be found in our forms library on our cabinet website at
http://personnel.ky.gov/NR/rdonlyres/AEB79AD2-020E-46EQ-AABY7-
9E510554C66C/0/VOLAGREEFORM20updated070706.doc .




Revised: 07-07-2006 Form #20

VOLUNTARY TRANSFER / DEMOTION / SALARY RETENTION AGREEMENT FORM

Pursuant to 101 KAR 2:034, Section 3 (2)(a) 1,2, (b), if an employee is demoted, the appointing authority shall determine the salary in one
(1) of the following ways: (1) The employee’s salary shall be reduced by five (5) percent for each grade the employee is reduced; or (2)
The employee shall retain the salary received prior to the demotion. If the employee’s salary is not reduced upon demotion, the
appointing authority shall explain the reason in writing and place the explanation in the employee’s personnel file.

(b) The employee whose salary is not reduced by five (5) percent per grade upon demotion shall not be eligible for a salary increase upon promotion,
reclassification, detail to special duty or reallocation until he has moved to a job class with a higher pay grade than that from which he was demoted. Ifa
promotion, reclassification, detail to special duty or reallocation occurs, it shall be deemed as having been made from the grade from which the employee
has been demoted.

My signature below indicates that I understand the personnel regulation with regard to demotion and that I have read the terms as set forth
in 101 KAR 2:034 and as described in this document. I understand that if I retain the salary received prior to demotion, I forfeit claims to a
salary adjustment as the result of promotions, reclassifications, and detail to special duty assignments and reallocations until such time that
promotions, reclassifications, detail to special duty assignments and reallocations exceed the pay grade from which I was demoted. 1
understand that this action does not affect my annual increment and that I will continue to receive same as approved by the Legislative
and/or Executive Branch of Kentucky State Government. T understand and agree that all rights, grievance or appeal are waived and that
the statements in this form represent the entire agreement relating to my voluntary transfer or demotion, superceding any oral agreements
or other representations that may have been made by any person.

Effective Date of Action -
State Reason(s) for requested Voluntary Transfer/Demotion

Note to agency: Please submit this form along with the personnel action to the Personnel Cabinet, Room 531, 5™ Floor, 200 Fair
Oaks Lane, Frankfort, KY 40601, prior to the effective date of the action. This document will be retained in the employee
personnel file,

Check either the Voluntary Transfer and/or the Demotion box, complete the form, and sign on the designated line:

i B a Merit employee of
(Name) {Agency)
do hereby accept Voluntary Transfer | |, and/or Voluntary Demotion [ as indicated below and waive the right of appeal concerning the

transfer/demotion. I will report to my new work station and/or accept a position in a lower classification.

FROM: TO:

Position #:
Class Title:
Grade & Salary:
Increment Date:
Cabinet:
Department:
Division:
Branch/Section:
Umnit:

Work County
Work Week Code:
Overtime Code:

Signature of Employee indicating acknowledgeable — Date Signature of Appointing Authority/Designee indicates Date
agreement approval and agreement

Attachments: Letter of Justification from Appointing Authority




Payrooll

New Tax Rate for City of Bellevue:

Effective 07/01/2006- please adjust from 1.75% t

New KRS Rates:

Effective 07/01/2006-

KERS non-hazardous
KERS hazardous

SPRS

CERS non-hazardous
CERS hazardous

Old Rate
5.89
18.84

21.58
10.98
25.01

0 2.5%. The local tax # is 18-66.

New Rate
7.75

22.00
25.50
13.19
28.21

Payroll Schedules for Upcoming Months:

July 2006

Saturday

Sunday Monday Tuesday Wednesday Thursday Friday
1
2 3 JUN 16-30 4 JUN 16-30 @ 5 JUN 16-30 @ 6 JUN16-30 | 7 JUN16-30 @ 8
Manual pay & STATE HOLIDAY Manual pay & health = Manual pay & health Manual pay
health ins. update INDEPENDENCE DAY ins. update | ins. Update. Last day update files go
pl's can be approved down at 1:00 and
for payroll. remain down.
RUN PAYROLL
@ 10 JUN 16-30 11 JUN 16-30 | 12 JUN 16-30 13 JUN 16-30 14 JUN 16-30 15
Update/ health ins. Update/ health ins. Update/ health ins. Update — files go down No Update
Last day pl's can be = at 1:00 & remain down.
approved for supp | RUN SUPP PAYROLL PAYDAY
payroll | Update after supp with
L pl'sonly.
16 17 JUL 1-15 | 18 JUL 1-15 12 JUL 1-15 | 20 JUL 1-15 21 JUL 1-15 22
Manual pay & Manual pay & health | Manual pay & health = Manual pay update No Update i
health ins. update ins. update ins. Update. Last day | files go down at 1:00
- pl'scan be and remain down.
approved for payroll. . RUN PAYROLL
23 24 JuL1-15 | 25 JUL1-15 26 JUL 1-15 | 27 JUL 1-15 28 JUL 1-15 229
Update/ health ins. Update/ health ins. Update/ health ins. Update — files go down No Update
i Last day pl's can be | at 1:00 & remain down.
approved for supp . RUN SUPP PAYROLL PAYDAY
payroll Update after supp with
pl's only.
| 30 31 JUL 1-15

No Update




August 2006

| supp payroll

Update after supp
with p1's only.

Sunday Monday sday Wednesday Thursday Friday ) Saturday
1 JUL 16-31 2 JUL 16-31 | 3 JUL 16-31 4 JUL16-31 5
| Manual pay & health | Manual pay & health Manual pay & health Manual pay update |
| ins. update ins. update ins. Update. Last day | files go down at 1:00
| pl's can be approved = and remain down.
for payroll. | RUN PAYROLL
6 74 JUL 16-31 8 JUL 16-31 2 JUL 16-31 10 JUL 16-31 11 JUL 16-31 12
| No Update No Update Update/ health ins. Update/ health ins. . Update/ health ins.
| Last day p1's can be
| approved for supp
payroll
13 14 JUL 16-31 1.5 JUL16-31 16 AUG 1-15 17 AUG 1-15 | 18 AUG 1-15 19
Update — files go No Update . Manual pay & health Manual pay & health | Manual pay & health
. down at 1:00 & ins. update ins. update . ins. Update. Last day
| remain down. PAYDAY i pl'scan be
' RUN SUPP PAYROLL | approved for payroll.
Update after supp
with p1's only.
20 21 AUG 1-15 | 22 AUG 1-15 23 AUG 1-15 @ 24 AUG 1-15 28 AUG 1-15 26
Manual pay . No Update | No Update Update/ health ins. Update/ healih ins. i
| update files go ! | !
down at 1:00 and |
remain down.
RUN PAYROLL H
27 128 AUG 1-15 | 29 AUG 1-15 | 30 AUG 1-15 | 31 AUG 1-15
| Update/ health ins. | Update — files go | No Update No Update
| Last day p1's can down at 1:00 & !
| be approved for - remain down. }
' RUN SUPP PAYROLL . PAYDAY




Class & Comp

Reorganization form update:

Please note that we have updated the first page of the following form: “7.8 Checklist of Changes Relating to
REORGANIZATION" effecting both the Executive and Administrative Orders. This form can be found in our
Procedures Manual for Processing Personnel and Position Actions, Chapter 7 Section 8 or on our cabinet
website at http://personnel.ky.gov/NR/rdonlyres/7ED74C10-E583-4D92-A554-176F6F772429/0/pers7s8.pdf .
Below is the first page, showing the changes highlighted in yellow.










