
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I hope everyone is finding a chance to enjoy their summer as it seems to be passing us by 
all too quickly. With that in mind, I wish everyone a safe and happy Labor Day weekend! 
 
We have quite a few updates, changes, and reminders this month so please review closely. 
As always feel free to contact our office with any questions. In addition, I am happy to 
address any items you have interest in. Simply email myself or Stephanie Carpenter by the 
15th of the month and we’ll include a response to your request in the next issue.  

 
 
Thank you! 

- KHRIS Update 
- SSN/email 
- Personnel Security  
- FLSA Test Update 
- Memorandum 
- Vol. Opt Insurance Info 
- Payroll Training 
- Payroll Records Inspection 
- Retirement Contributions 
- Payroll Schedules 
- Correcting P1s 
- Increment Listings 
- Resignation Actions 
- Signature Authorization 
- COS Information 
- Deferred Comp Information 
- Phone Listing 

KHRIS Update: 
The KHRIS project remains a work in progress as the team has assessed the remaining areas of work and is partnering 
with our various experts to solution the couple of remaining business gaps. Focus over the next few months will include 
building the new plan, prototyping solutions, revisiting our change management and training strategies as well as 
continued development and testing. We appreciate your support and patience as we have worked through this transitional 
period. The team is very committed to ensuring that KHRIS meets the Commonwealth's business needs. 
 
Social Security Numbers (SSN): 
Effective immediately any email that we receive containing a SSN will be deleted and WILL NOT be responded to.  The 
inclusion of SSN in an email is a serious breach of security. It is our responsibility to safeguard all confidential information. 
The only exception to this rule will be if both the sender and recipient are equipped with Entrust, an encrypting software. 
Entrust accessibility should be verified before sending information. Thank you in advance for your cooperation.  
 
Personnel Security Changes:  
Personnel Security is in the process of implement changes to the access request process. Effective immediately, Security 
will no longer accept requests to "clone" another employee's access "i.e. clone employee 123 to the same access as 
employee xyz". Also, we’ll no longer accept empty fields on the request form. A value must be in each box.  The request 
will be returned if it does not meet the new guidelines. We’ll be sending out the new procedures once they are finalized 
with the Auditor's Office. Thank you for your cooperation during this time of transition.  
 
FLSA Test Update: 
Question # 3 under the Professional Exemption test “Does the employee make their own decision about when to perform 
duties not listed above while still remaining responsible for the success or failure of business operations?” has been 
removed. The documents on our website have been updated to reflect this change. They can be located on our website in 
the Forms Library at http://personnel.ky.gov/formlby.htm.   
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Memorandum Regarding LWOP and the Affect on Suspensions: 
 
The Personnel Cabinet recently amended the regulations on the amount of time an employee must work each month in 
order to qualify for the state contribution for health insurance.  101 KAR 2:102 and 101 KAR 3:015 now provide that “an 
employee who is eligible for state contributions for health benefits under the provisions of KRS Chapter 18A shall have 
worked or been on paid leave, other than educational leave, during any part of the previous pay period.” 
 
These regulation changes may have an impact on suspended employees and other types of leave without pay.  If an 
employee is off work or suspended the entire length of a pay period, the employee will thereby not have worked “any part” 
of the pay period, and will not qualify for the employer contribution of health insurance the following month.    
  
Examples: 
 
The examples below are designed to show how a suspended employee’s health insurance may be affected by the change 
in the administrative regulation. These examples are only for illustration purposes. Please note in all these examples, both 
the employee and employer contributions must be paid in full and in a timely manner to maintain continuous coverage. If 
payment is not received, insurance coverage may terminate.  
 

1) An employee starts a 3 working day suspension on Friday, August 7. Because the employee worked during the 
pay period of August 1-15, the employee’s insurance will not be affected for the pay period of August 16-31.  

 
2) An employee starts a 10 working day suspension on Monday, August 18.  Because the employee worked one day 

(on the 17th) during the pay period August 16-31, the employee remains eligible for the employer contribution for 
the pay period September 1-15.   

 
3) An employee starts a 20 working day suspension on Monday, August 3. The employee’s suspension will be 

consecutive until Friday, August 28. The employee remains eligible for the employer contribution for August 1-15 
pay period by the nature of the work during the previous pay period in July (July 16-31). The employee would not 
maintain eligibility for the employer contribution for the pay period of August 16-31 because the employee did not 
work during that previous pay period (August 1-15). Note: August 1 and 2 are weekend days and not work days 
for a typical Monday-Friday employee. The employee ends suspension on August 28 and will return to work on 
Monday, August 31. The employee’s insurance will be reinstated with an effective date of September 1. The 
employee will have the option to elect COBRA for the period of August 1-15. 

 
Aug. 1-15 coverage – Employee is covered. 
Aug. 16-31 coverage – No coverage, COBRA is available. 
Sept. 1-15 coverage – Employee is covered. 

 
4) If the employee had a 30 working day suspension starting Monday, August 3 (meaning consecutive from August 

3-September 111) and returned to work on Monday, September 14, the employee’s health insurance would be 
reinstated on September 16.  As above, the employee would not maintain eligibility for the employer contribution 
for the pay period of August 16-31 or September 1-15 because the employee did not work during the previous pay 
periods of August 1-15 or August 16-31. The employee would have the option to elect COBRA for the period of 
August 16-September 15.    

 
Aug. 1-15 coverage – Employee is covered. 
Aug. 16-31 coverage – No coverage, COBRA is available. 
Sept. 1-15 coverage – No coverage, COBRA is available. 
Sept. 15-31 coverage – Employee is covered.  

 
 
RETURNING FROM SUSPENSIONS: 
 
When an employee returns from suspension, health insurance will begin the first day of the next semi-monthly pay period 
(which may be the start of a new month). The Kentucky Employee Health Plan waiting periods are not applied for 
suspensions. For example, if the employee returns during the first half of the month (1-15), the health insurance will be 
reinstated on the 16th day of that month. DEI will expect payment for a half month premium contribution.  If the employee 
returns during the second half of the month (16–31), health insurance would be reinstated on the first day of the following 
month. An employee will not be able to make changes to existing coverage unless there is a valid qualifying event. 
Because the employee is being reinstated new insurance cards should not be issued.  
 
            Continued next page… 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Memorandum continued… 
 
COBRA: 
 
If an employee does not work during a semi-monthly pay period, the employee loses eligibility for the employer 
contribution the following semi-monthly period.  In that case, the employee would be offered COBRA continuation 
coverage. The Agency HR administrator must contact the Insurance Coordinator when a suspension causes the employee 
to lose eligibility for the employer contribution. The IC is responsible for entering the individual’s name into Ceridian, the 
Department of Employee Insurance’s third-party COBRA administrator. The agency employer must give notice to Ceridian 
within 30 days after the COBRA triggering event (i.e. employee on leave that affects health insurance coverage). Ceridian 
would then issue a COBRA notice to the individual within 14 days after it receives notice and the individual would have 60 
days to elect COBRA coverage. Please note: COBRA is retroactive to the date of loss of coverage. In Example #4 from 
above, the employee would have lost coverage on August 16-31; the employee could wait until the time period expires to 
determine if there were any health claims. If not, it would not make logical sense to make a COBRA election. The pre-
existing exclusion is not applicable until there is a 63 day break in coverage. This should not be a factor in any suspension. 
 
All COBRA and other health insurance questions should be directed to the Department of Employee Insurance, Member 
Services Branch. (888) 581-8834, (502) 564-6534 or http://personnel.ky.gov/dei/. 
 
NECESSARY FORMS:  
 
When an employee loses eligibility for the employer contribution, the IC must submit (to the Department of Employee 
Insurance) an Update Form indicating that the employee has been suspended and that health insurance will terminate. 
Likewise, when an employee returns from suspension the IC must submit an Update Form to reinstate the employee’s 
health insurance. The KEHP Update Forms can be accessed on the internet at:  
http://personnel.ky.gov/NR/rdonlyres/FCCBF677-3084-454F-A55B-
6AF5930D1A46/0/2009UpdateForm_Revised32009_.pdf. 
 
 
SUMMARY: 
 

 Must work during the previous semi-monthly pay period (to be eligible for the Commonwealth employer 
contribution for health insurance for the next pay period). 

 Employee must be suspended for every working day in the pay period for the employee to lose eligibility for the 
employer contribution for the next pay period.  

 For most suspensions there will be no impact on the employee’s health insurance.  
 Agency Insurance Coordinator must be consulted by the Agency Personnel Administration when an employee 

suspension may affect health insurance.  
 COBRA is available and must be entered into Ceridian by the Insurance Coordinator within 30 days of the 

termination of coverage. 
 Must submit an Update Form to the Department of Insurance when going on suspension and returning from 

suspension. 
 Waiting periods do not apply upon return from suspensions.  
 No new insurance cards issued upon returns from suspensions.  
 For health insurance issues related to suspensions please contact the Department of Employee Insurance, (888) 

581-8834, (502) 564-6534. 
 For personnel administration questions about suspensions please contact Mary Elizabeth Harrod, Department of 

Human Resources Administration (502) 564-6464. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Voluntary Optional Insurance Information: 
Recently we’ve been made aware of solicitation issues with a couple of our voluntary optional insurance companies. Just 
so you know, solicitation guidelines are provided to these companies during their application process.  The 
guidelines must be agreed upon and approved by the Personnel Cabinet prior to the company being set up for payroll 
deduction. You can review the guidelines at: http://personnel.ky.gov/persadmin/info/payinfo/payroll+deduction+info.htm. If 
you ever encounter a problem with a company/agent, please contact us immediately. Business practices that are not 
deemed to be in the best interest of employees will not be tolerated. If you have questions regarding this process, please 
contact Stephanie Carpenter at StephanieL.Carpenter@ky.gov.  
 
 
Payroll Training: 
Once again, we are offering payroll training in UPPS for new payroll officers. The training is a two day course and will be 
conducted on October 7th and 8th and again on December 7th and 8th in the Purple Parlor, which is located in the State 
Office Building. Each class is limited to a certain number of students and will be filled on a first come first serve basis. To 
enroll, please contact Dana Pitcock by email at Dana.Pitcock@ky.gov and Shannan Goodrich at 
ShannanL.Goodrich@ky.gov as soon as possible. 
 
Payroll Records Inspection: 
New internal policies have been established by our Cabinet Secretary in regards to the handling of agency requests for 
payroll information. Effective immediately, the Payroll Information Request form (available on our website) must be used 
when requesting agency payroll information. The completed form can be returned to any of our payroll staff, who will in 
turn request approval for processing from our Custodian of Records. If approval is granted, the request will be processed, 
if not, you will be notified of the decision and reasoning. The form can be found with this link: 
http://personnel.ky.gov/NR/rdonlyres/7EFE04E7-A490-4A06-9411-
7F583B2EF659/0/PayrollInformationRequest081209.doc  
 
Employer Retirement Contributions: 
The following rates for employer retirement contributions (deduction 69) went into effect 07/01/09 for FY 2009-10: 
 
Utility #   Name   New rate (%) 
0000001 KERS   11.61 
0000003 Hazardous  24.69 
0000004 State Police  33.08 
0000009 CERS   16.16 
0000010 CERS Hazardous 32.97 
0000011 KERS Legislative 11.61 
0000025 KERS 2008  11.61 
0000027 Hazardous 2008 24.69 
0000028 SPRS 2008  33.08 
0000031 CERS 2008  16.16 
0000032 CERS Haz 2008 32.97 
0000033 KERS Legis 2008 11.61 
0000034 KERS Re Ret  11.61 
0000035 Hazard Re Ret  24.69 
0000036 SPRS Re Ret  33.08 
0000037 CERS Re Ret  16.16 
0000038 CERS Haz Re Ret 32.97 
0000039 KERS Leg Re Ret 11.61 
 
Employee contributions (deductions 04 and 05) did not change.   
 



 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Correcting P1s: 
Recently been receiving a high volume of corrected P1s that are not legible due to the printing and faxing of the 
document. Please use the Turnaround P1 for corrections. If you have any questions about this request, please feel free to 
contact Carolyn Bruce at 502/564-6657. 
 
Increment Listings: 
To ensure that the appropriate staff receives your completed increment listings, please be sure to send them to: 
 

Attn: “Insert Your Agency Liaison’s Name” 
Personnel Administration Branch 

Division of Employee Management 
501 High Street, 3rd Floor 

Frankfort, KY 40601 
 

Employee Resignation Actions: 
When processing a P1 for an employee who has resigned, please use the most accurate action code that is available.  
For example, if an employee says they are resigning because they are moving out of state the P1 should have a Y20, not 
a Y22.This will assist us in tracking turnover in a more detailed manner.  You should be aware that the Personnel 
Administration staff will be comparing future P1s and their back-up documentation (resignation letters) to check for this 
accuracy. Incorrect action codes will have to be corrected. 
 
Signature Authorization Form: 
The above form has been updated and should be used effective immediately. You can locate this form on our website at 
this link: http://personnel.ky.gov/NR/rdonlyres/E5A47671-F584-4551-ACF2-FEDD3149A2BB/0/AuthSignForm083109.doc.  
 
 

Reminders for COS Users 
On July 1, 2009 the Personnel Cabinet, Division of Career Opportunities implemented a change to requisition procedures 
to help expedite registers being certified to hiring agencies.  As we continue to transition to this process, we’d like to point 
out a few helpful reminders.    
 

• Candidates shall not be offered an interview prior to Approved MQ. 
 

• The Bypass Pers Cab Review status is only for use with Immediate Fill titles. 
 

• For non-Immediate Fill reqs, desired candidates at a Certified status must be submitted through the MQR process, 
regardless of when the register was certified.    

 
• The MQR is triggered by the e-mail to PERS.MQR@ky.gov.  Update of the HR status to MQ Review Requested is 

optional for the agency user. 
 

• Candidates set to an Inconclusive MQ or Rejected MQ status receive an e-mail from the Personnel Cabinet.  The 
hiring agency does not have the responsibility to alert the applicants. 

 
• The hiring agency will receive an e-mail when statuses are updated to Approved MQ after having been previously 

set to Inconclusive MQ or Rejected MQ.  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


