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Mission, Values, and Goals

MISSION

The Personnel Cabinet shall provide the leadership and services necessary for effec-
tive, efficient, and innovative human resources management of the highest quality
for Kentucky State Government, its employees, and the citizens of the Common-

-wealth.

VALUES

Quality

Innovation

Service Orientation
Integrity

Objectivity

GOALS

To facilitate thg recruitment and retention of a workforce of the highest quality;
To expand customer focus in all program areas and operations;

To create an environment that promotes job satisfaction for state employees;
To be operationally efficient; and,

To have an open and comprehensive communications network.
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Responsibilities

Office of the Secretary |

Provides executive policy and management support to the departments/divi-
sions of the Cabinet; promulgates administrative regulations; advises the Per-
sonnel Board on matters pertaining to the classified service; conducts investi-
gations on all matters relating to the personnel laws and rules; prepares budget
estimates for support of the personnel system; provides personnel services to
unclassified employees according to agency agreements; and provides for such
other services as are enumerated in KRS 18A.030. 4 '

Kentucky Public Employees’ Deferred cbmpensation Authority

The Kentucky Public Employees’ Deferred Compensation Authority (Authority)
is a "voluntary" supplemental retirement benefits program available to Ken-
tucky public employees (this includes employees of state government agen-
cies, public school systems, state universities, and local government entities).

Office of Administrative and Legal Services

General Counsel

In addition to providing legal services to the Personnel Cabinet, including draft-
ing legal pleadings, memoranda, statutes, regulations, and legal opinions, the
General Counsel represents the Personnel Cabinet and its employees in admin-
istrative hearings and trials; serves as Custodian of Records for the purpose of
the Open Records Act; consults with other agency officials and employees on
the enforcement and application of state and federal laws and regulations gov-
erning employment; testifies before legislative committees; conducts training;
and serves as an expert witness in trials concerning the State Merit System.

Administrative Services Branch

The Administrative Services Branch is responsible for the Personnel Cabinet’s bud-
geting, accounting, purchasing, property management, payroll, and personnel man-
agement.
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Responsibilities

Systems Management Branch

The Systems Management Branch is respons ib
puterization of the Personnel Cabinet as well
support required to keep the IT solutlons op”’

rseeing the com-
i'the technical

Equal Employment Opportumty Unit

The Equal Employment Opportunity Unit momt s th ss of the State’s
Affirmative Action Plan and reports to the Ca inet. Se etary emi-annually
on that progress; assists agencies in their rec meet or sur-
pass the afflrmatlve act|on goals; prowdes techm al ‘to state

training on EEO and Sexual Harassment. Preventlon

Department for Employee Relations

ates all logistics
ng event for EEO
gers) including
nd 3 general

In addition to regular responsibilities, this depar
for the annual Governor's EEO Conference (the majo
counselors and coordinators, personnel exchtive’
registration, development, and schedullng of 30
sessions for 682 participants. '

Since November 1, 1998, the Personnel Ca ine eht for Em-
ployee Relations, has been administering th_é Ado fits Program

to assist executive branch state employees-in rei nt of expenses
incurred in the adoption of a child. Thus far, this 'n,t has ap-
proved six employees for reimbursement of e

$13,473.00

Division of Communications and Recognition‘ £

This division is responsible for the Employee ugg stem, the Career
Service Program for state employees, and the Ed ; vement Award

Program. In addition, the division publlshes_an di Commonwealth
Communiqué newsletter which is sent to all s te ~employees as
well as the Personnel Perspective newsletter v all Personnel
Cabinet employees. Staff also provides ADA ‘techni ce and training

to the Personnel Cabinet and upon request te
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Responsibilities

Division of Employee Benefits

This division is responsible for the Life Insurance Program, the state Flexible
Benefit Program, the state employees’ Workers’ Compensation program, the
coordination of the State Safety Program, the Employee Assistance Program,
and the Health Insurance Program. Many of these programs serve employees
of other governmental entities such as local school districts, universities, and
other local governments. ’

Department for Personnel Administration

Division of Employee Records

This division is responsible for maintaining the central bersonnel files mandated
by KRS 18A.020; processing personnel documents and position actions; oper-
ating and maintaining a uniform payroll system; implementing lay-off plans
mandated by KRS 18A.113 to 18A.1132; certifying payrolls as required by
KRS 18A.125; and monitoring and assisting state agencies in complying with
the provisions of the Federal Fair Labor Standards Act (FLSA).

Division of Classification and Compensation

This division prepares and maintains job classification and compensation plans for
state employees covered by Chapter 18A, including the review of all personnel
position actions, job audits, revision of class specifications, and salary surveys.

Division of Staffing Services

This division has four broad areas of responsibility. These are: applicant pro-
cessing, applicant counseling, examination construction, and register mainte-
nance. Within these areas are the duties of examination research and develop-
ment; review of personnel actions for minimum requirements; provision of in-
formation concerning state government employment, administration, grading
and processing of examinations to applicants and employees; maintenance of
register files; verification of applicant information; and certification of merit
registers.

Office of Performance Management

This office is responsible for coordinating and implementing employment per-
formance evaluation systems throughout state government.

1998-1999 Personnel Cabinet Annual Report 5



The Kentucky Public Employees’ Deferred Compens Authorlty (Author-
ity) is a “voluntary” supplemental retirement benefit _program available to
Kentucky public employees (this includes employee" f state government
agencies, public school systems, state umversntles»“a 'V'Ie,cal government
entities). : :

Kentucky’'s Deferred Compensation plans have mamtalned thelr high rank-
ing among Government Deferred Compensation. plans Based on the most
recent survey data provided by the National Assoc|at|on of Government
Deferred Compensation Administrators (NAGDCA) for-‘IRS-457 Plans, the
Kentucky Authority is twenty-first (21%%) in the natlon oth in terms of 457
Plan assets and the number of participants and" nmth (9“’) with respect to
the 401(k) Plan. Also, a separate report indicates Kenturcky ranks sixth (6%)
in both assets and participants for those states reportil 0

401(k) Plans. According to the NAGDCA survey,:"’“ ntucky continues to
rank ahead of several more populous states.

During Fiscal Year 1998-1999, the Authorityf'Boar 'v'cted to implement
several significant plan changes. These changes glnclude ;

eduction” in partici-
AOO a year). This
$1 544 000 on a

For the third (3™) consecutive year authorized a substantla
pant fees (expected to save participants approxmately'
represents a three (3) year fee reduction totaling approx
recurring annual basis. S

98 General As-
om the Internal
lanparticipants
s to the Ken-
_service cred-
a total of one
16.56 million to

Following the passage of retirement benefits Iegislétibn;b ;
sembly, the Authority obtained a favorable Private Letter Ri
Revenue Service and amended the 401(k) Plan t_o,el_l"oyy
(with twenty (20) or more years of state service)_}t;?,‘
tucky Employees Retirement Systems (KERS) to purch:
its prior to the occurrence of a benefit event. As of Ju
thousand (1,000) participants have transferred approx
KERS.

'Reflnement of the Spectrum of Investment Optlons pants a more

diversified and comprehensive investment vehlcle
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Deferred Compensation Au.thority'

e Implementation of a file imaging storage/retrieval program. Through this program
in excess of 43,000 files, including more than 750,000 documents, will be scanned,
indexed, and electronically stored. The program will enhance service to Authority
participants and provide the much-needed space for additional staffing require-
ments.

As a result of the additional fee reductions and the imaging program, the
Authority has been advised it will be the recipient of a Recognition Award
from NAGDCA at this year's annual meeting. This is the fourth (4") con-
secutive year the Authority has received one of these prestigious national
awards. This year’s award is being presented to honor the Authority’'s
achievement in the area of “Plan Administration”. '

In addition, the Authority has achieved another record breaking year as

- participation and assets again reached new highs. The following graphs
represent the combined results from the Authority’s 457 and 401(k) retire-
ment plans through June 30, 1999:

e Participant Volume -~ Graph 1 and the accompanying table indicates the phenom-
enal growth rate the Authority continues to experience. The number of plan par-
ticipants (with account balances) increased from 39,033 last year to 43,288 at
June 30, 1999. This represents an increase of 4,255 participants or an 11%
increase as of the 1999 fiscal year end.

e Plan Assets - Graph 2 and the accompanying table shows that 1998 plan assets,
on a calendar year basis, have experienced incredible growth over 1997 (1998 -
$756 million vs. 1997 - $631 million). Assets, on a fiscal year basis, have in-
creased from $702 million as of June 30, 1998, to $818 million on June 30,
1999, representing a $116 million or approximately a 17% increase.

e Plan Trends - Several important trends continued during Fiscal Year 1998-1999
within the Deferred Compensation program.

Investments - Graph 3 indicates for a fourth (4th) consecutive year,
quarterly participant investments have increased. Quarterly investments
have increased from $14.3 million as of June 30, 1998, to $16.6 mil-
lion at June 30, 1999. This is an increase of $2.3 million or approxi-
mately 16%.

Plan Assets Allocation - Graph 4 and the accompanying table demon-
strates that for a fourth (4th) consecutive year participants invested (by
an ever-widening margin) more into the mutual funds than into the Fixed
Contract Fund (FCF). This is also the third (3rd) consecutive year in

1998-1999 Personnel Cabinet Annual Report 7



Deferred Compensation Authori

which investments into the mutual funds were greate‘r ,,,,, i ,
in “each” quarter of the year. Graph 5 indicates the allocation of assets .
is now $553 million (67.6%) in the mutual funds and $253 million '
(30.9%) in the FCF. The remaining 1.5% represents rnsurance company
benefit accounts and loans. -

3
,han nto ‘the FCF 5

e [nvestments - Graph 6 demonstrates annual mvestments mcreased substantially
again this fiscal year and totaled $60.3 million compared to $56 million at June
30, 1998, representing an 18.4% increase. The percentage of the investments
into the 401(k) Plan increased to approximately 68%. For the year ended June
30, 1999, the dollars invested in the 401(k) Plan exceeded those mvested in the
457 Plan by almost $24 million.

The Authority currently offers participants twenty-eight (28) investment options
from which to select. The investment spectrum ranges from conservative to mod-
erate to aggressive. This spectrum of investments consists- of twenty-seven (27)
mutual funds and one (1) stable value or fixed fund product '

v
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Deferred Compensation Authority'
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Deferred Compensation Authority
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Deferred Compensation
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Deferred Compensation Authority
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Office of the Secreta

Cooperative Education and lntérnshl

The Personnel Cabinet, Office of the Se tucky State
Government Cooperative Education and Internsk ograr e Spring 1999
Semester. The program serves as a re¢ ' , t cannot find
potential employees with appropriate skill o] ' €ir vacant positions.
The program helps agencies meet their {4 S in critical skill
areas. This year alone, hundreds of stud statewide.

Approximately 65% represent students fr le ies, while
35% represent students from high schoo's»-_ ‘schools.
The location of Kentucky State UnlverSIty ser |ate recruit-
ment efforts in the number of students vailab L Criti illar ,as,k,such as
accounting, biology, chemistry, compute sme‘ INC iminal
justice, and others. ’

It also serves as a mechanism for Kentuck_y t tical on-the-
job experience and academic credit as part. 3 rience.
During the first six months of the program, stude bl resented
over 30 educational institutions.

18 1998-1999 Personnel Cabinet Annual Repor




Administrative & Legal Services

Office of Administrative and Legal Services

General COunseI'

e Worote approximately 180 Opinion Letters, Memoranda or other personnel-related
documents and responded to numerous questions and inquiries by e-mail.

e Reviewed, approved or consulted on approximately 5676 disciplinary action letters
and 33 special leaves of absence for investigative purposes.

e Reviewed and consulted with agency attorneys and administrators with respect to
516 appeals filed with the Personnel Board.

e Represented the Personnel Cabinet in 208 appeals filed with the Personnel Board.

e Processed 191 requests submitted under the Kentucky Open Records Act and
notified agencies for employees in appropriate cases.

e Successfully represented the Personnel Cabinet in appeals to the Kentucky Su-
preme Court and the Court of Appeals in approximately 25 cases and in the Franklin
Circuit Court in approximately 10 cases.

e Made presentations to the International Personnel Management Association, Ken-
tucky Education Association, the Kentucky Librarians Association, and the
Governor’s Staff. Represented the Governor in a press conference with respect to
the Governor’'s Adoption Reimbursement Program.

e Worked on the Personnel Regulation Revision team which rewrote or modified all
of the Personnel Cabinet’'s administrative regulations.

1998-1999 Personnel Cabinet Annual Report 19



Administrative &’: 1

Administrative Services Branc}

Fiscal Management

The Personnel Cabinet had expendiwr isesl nding
June 30, 1999. This includes the par ,
approved EMPOWER Kentucky project ) on
funds for Health Insurance Administia ) WISIO!
compensation benefits for employee bt oif e Cg total
expenditures. The Cabinet administer &S [oitlix 5
1998), the Kentucky Public Employe , oty A 821
million in assets at COB June 30, 1999 Uta '
(approximately $400 million in premi

(approximately $7.2 million in premiur

Personnel Management

On June 30, 1999, the Cabinet had Fitin :
interim employees, and two (2) co-op emg | St -time
employees increased from 142 on,J_/ln_e '
increase of 24.6%. The largest increa
Administration, as the Cabinet assumed
employee health insurance from the He
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Administrative & Legal se"ViCeé"

Systems Management Branch

The Systems Management Branch consists of seven (7) fuII-tlme staff mem-
bers and one (1) Co-op who are responsible for overseeing the computeriza-
tion of the Personnel Cabinet as well as provrdlng the technlcal support to
keep IT solutions operational. Lo

Technologies currently being utilized include the Internet, Intranet lmaglng
systems in the Register Branch, Employee Files, Deferred Compensatlon Life
Insurance and a major focus on Health Insurance (mcludmg OCR/ICR technology
to enhance forms processing). :

Other technologies currently on the drawing board include workflow processing,
on-line testing, and implementation of a web server and a flrewall

The Systems Management Branch monitors and maintains twelve (12) file serv-
ers, four (4) optical storage and retrieval devices, and over 200 workstatlons
This branch also supports over 75 installations of the Reglster apphcatlon and
the Employee Suggestion System at the agency level. R

The Systems Management Branch interacts with other agencres and vendors to
ensure that the Cabinet is current regarding technology lmplementatlon at the
state level and in the private sector. -

Equal Employment Opportunity Unit

Monitored the progress of the State’s Affirmative Actlon Program -and reported
to the Cabinet Secretary semi-annually on that- progress : _; il

Assisted agencies in their recruiting efforts to meet or surpass the affirmative
action goals. As of June 30, 1999, the goal set for mlnorltles is 7.51% and the
goal for females is 52.42%. These goals are based on ellglble persons 16 years
and older from the Kentucky 1990 census. A graph of the Personnel Cabinet's
ethnic and gender makeup, and the ethnic and gender personnel report is in-
cluded. - R
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Administrative & Legal Services
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Communications & Recognition

Department for Employee Relations

Division of Communications and Recognition

* Provides ADA technical assistance and training to the Personnel Cabinet and to
other state agencies upon request.

Communications Branch

* Published and distributed the Commonwealth Communiqué , a quarterly newslet-
ter sent to over 40,000 employees across the Commonwealth.

» Published and distributed the Personnel Perspective, a monthly newsletter sent to
all Personnel Cabinet employees.

» Employee Information Line - There are two telephone lines directed into the Divi-
sion designated as employee information lines. One of the lines is local and the
other is an 800 line; both of which are for the purpose of answering questions
and/or directing employees to the appropriate resources for assistance. Approxi-’
mately 900 - 1100 calls are answered per year. :

Questions received on the employee information lines consist of: personnel records,
grievance procedures, sick leave sharing/family medical leave, classification, health
insurance, retirement, applying for and testing for positions, how to access the
Internet for job availability, educational achievement awards, Hay Study, etc.

Employee Recognition Branch

« Presented awards totaling $43,135.00 to state workers through the Employee
Suggestion System. These suggestions represented a first-year savings of
$2,335,845.47 for fiscal year 98-99.

e Processed 3,308 Career Service Certificates.

e Processed 136 Educational Achievement Awards.
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Employee Benefits

Division of Employee Benefits

Group Life Insurance Administration Branch

e The life insurance in force exceeds three billion doliars.

e The current Basic Insurance and AD&D rate per thousand is $0.145.

e The Group Life Insurance Administration Branch carried out all administrative
services including: enrollment processing, eligibility data base maintenance, bill
generation and payment processing, refunds, customer service, claims process-
ing, and distribution of materials.

e The Branch administers group life insurance for eligible employees at 519 locations.

Locations Total Monthly Premium
176 $ 268,292.45
284 $ 349,562.24
_b9 23,437.61
519 $ 641,292.30

e The Branch collects $ 389,519 a month in Basic premiums.

~ Employee Premium
State Agency ‘ 41,622 $ 120,413.80
Board of Education 91,078 $ 264,126.20
Health Department and Other 3,777 $ 10.953.30

136,377 $ 395,493.30

® The Branch collects $ 245,779 a month in Optional and Dependents premiums.

Accounts Premium
.\, State Agency 15,337 $ 147,878.65
.l Board of Education 10,110 $ 85,436.04
Health Department and Other 1.456 $ 12,484.31
26,903 $ 245,799.00
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Employée Behefits

e The invoicing process includes:

v Roster billing 214 locations (156 boards of education, 52 health departments, and P
6 other) for 14,5658 accounts each month.

v Individually billing 1,454 accounts to employees of 26 boards of education.

v Roster billing 147 state agency (accounting) locations for 56,618 accounts. The
premium is posted through a payroll tape update, and the bills are checked for
completeness, arrears, and any discrepancies.

e The Branch processed 224 claims.

* 129 Basic Insurance and AD&D Claims

* $2,840,000 Basic benefits

39 Optional Insurance and AD&D Claims
* $1,5614,000 Optioral benefits
* 56 Dependent Group Life Clai
* $500,000 Dependents benefits

e Other Branch activities:

Checks received and pra 12,758 ' |
Refunds processed and mailed 1,871 ;
Applications 20,405
Phone calls received 9,173
Supply requests 486

e The Life Insurance Branch started the design and development of the new group life
insurance system. The staff has been working closely with FileNET and IDMS to
design a document and information management system that is Y2K compatible and
that would allow the staff to provide better customer service for the covered employ-
ees. This system will give us the ability to scan, index, store, and retrieve imaged
documents. Previous documents received are being prepped and batched for backfile
scanning and indexing.

¢ The life insurance contract with Aetna expires on December 31, 1999. The Invitation
for Bid was prepared and finalized with Purchasing. The invitations will be mailed to
all companies interested in bidding.
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Employee Benefits

Workers’ Compensation Branch

e As of the end of the 1998-1999 Fiscal Year, the Workers’ Compensation Program
has successfully returned seventy-five (75) employees to work by temporarily
modlfylng their position, permanently modifying their position, or by the employee
mMovir into a different job. This has been calculated as savings of approximately

care program for ninety-three (93) additional counties. This office remains
responsible for training all covered employees.

e Approximately 98,000 employees are provided coverage under this self-insured
program. Job-related injuries for Fiscal Year 1998-1999 to date total 5,017.

e The Workers’ Compensation Branch provided training for 1,045 supervisors
throughout the state this year. The training included updates on the workers’
compensation process, the new workers’ compensation law, and the Americans
with Disabilities Act.
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~ Employee Benefits

Kentucky Employee Assistance Branch

e During the 1998-1999 year, the Kentucky Employee Assistance Program (KEAP)
provided direct employee assistance services to approximately 866 state

utilized the services were the Justice
the Justice Cabinet); the Cabinet for
ransportation Cabinet (13%). (see chart

e The cabinets in whi
Cabinet (14% of ou
Families and Childre
on page 30.)

e The issues most frequently presented include: mental/emotional health (23%);
job stress (22%); and supervisory referral (17%). (see chart on page 31.)

e KEAP staff was involved in many workshops and meetings that result in numer-
ous indirect contacts. These contacts include monthly presentations at GSC on
how supervisors can use KEAP as a management tool. KEAP also presented
information to 1,045 employees at the Personnel trainings throughout the state.
KEAP staff conducted workshops on various topics such as Violence in the
Workplace, Stress Management, Mental lliness in the Workplace, as well as
Critical Incident Stress Debriefings, and Grief in the Workplace Sessions. For
National Depression Screening Day the KEAP staff provided free depression
screenings in various state buildings.

o KEAP staff produced their own advertisement materials which have been placed
in many state buildings in Frankfort. The KEAP staff played a large role in the
IPMA Southern Region Conference, handling all the registrations and presenting
a workshop. Two staff members enrolled in GSC’'s Kentucky Certified Public
Manager Program.
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Employee Benefits
AP “NEW CLIENT” TOTALS

9 .
u
Augu 9 ,
Sep 82 '
October 63
November 59
December 60 .
1999
January 60
February 65
March 64
April 83
May 81 .
June 69
Total 866
B July
August
_ !,? September
§§ B October
1% B November
B
] December
o B January
i F
% @ February
B March
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Employee Benefits |

DOT 13%

O Families &
Children 11%

M Finance 6%

B Health Services
9%

M Justice 14%

B NREP 5%

Revenue 4%

Workforce 5%

Other 8%
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Employee Benefits

PRESENTING ISSUES:

Mental Health

Job Stress
Supervisory Referral
Relationships
Chemical Dependency

Finances
Other

202
189
150
103

79

58
152

(23%)
(22%)
(17%)
(12%)
(09%)

(06%)
(16%)

OMENTAL HEALTH

B JOB STRESS

SUPERVISORY
REFERRAL

B RELATIONSHIPS

E CHEMICAL
DEPENDENCY

E FINANCES

OTHER
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[Resjoensilsle it TOC e_alth Insurance for -z State group.

ly \,600 Insurance Coordinut: = prior to Open Enroliment on
UpC ates in the program.

ai apprommately 900 employees across the :tate on the basics of Open

“Enroliment procedures that were then shared witi" co-workers at their work
sites. Training was held via tele-conference and through live meetings.

Produced a KET program on the Open Enrollment process and other health insur-
ance issues.

Held Benefits Fairs to give employees access to the health care providers.

Updated and distributed the Health Insurance/Commonwealth Choice Adminis-
tration Manual to all agency Insurance Coordinators.

Updated, printed, and distributed Commonwealth Choice enroliment materials
(booklets and enroliment forms) to nearly 43,000 state employees.

Processed approximately 14,000 Commonwealth Choice_enroliment forms fol-
lowing open enrollment and approximately 100 per month throughout the year
on new employees.

Processed monthly discrepancy reports on Commonwealth Choice.

Met with and presented programs to the Employee Advisory Committee for
Health Insurance four times throughout the year.

Coordinated with Benefits Data Branch to ensure that the data base is accurate
and up-to-date.

Responded to approximately 1,000 phone calls per day during Open Enroliment.

Responded to 50,833 phone calls during the 12-month period.
Assisted in developing Request for Proposal for 2000 Health Insurance bids.
Trained 1,045 supervisors at supervisor training throughout the state.

Hired and trained additional staff.
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Employee Benefits

Benefits Data Branch

e Maintenance of the health insurance data base consisting of members of the
Commonwealth Group and the scanning of all Group Life Insurance applica-
tions, payments, and supporting documentation.

e Completed final testing of newly designed software, installed hardware, and
designed new health insurance and flexible spending account applications for
the 1999 open enroliment period.

e Scanned, read, and processed 160,000 applications from the Commonwealth
Group into the database for open enroliment. The members of this group
consist of employees of state government, boards of education, local health
departments, and retirees of KTRS, KRS, and the Judicial and Legislative Re-
tirement Plans.

e Updated health insurance policies maintained in the database. This consists of
processing update forms, supporting documentation, and insurance applica-
tions.

e Additional programming was added to streamline processing and to make more
efficient use of time and resources.

e Redesigned the health insurance applications, update forms, and Common-
wealth Choice applications in coordination with the Health Insurance Branch
for Pian Year 2000.

e Added programming modifications to streamline processing for open enroll-
ment for Plan Year 2000.

e Scanned Group Life Insurance back file conversion.
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Employee Records

Department for Personnel Administration

Division of Employee Records

Processing Branch

e Processed 156,375 personnel actions.

e Modified the entry of transactions to be entered via TSO rather than the transac-
tions being Data Entry.

e Implemented the on-line PD via CICS.

¢ Modified the P-1 to reflect the changes from HB727 i.e. full-time, part-time, interim.
Files Branch

e The conversion of current employees from microfiche to imaging is complete.
e The conversion of inactive files is 25% complete.
e Delivery of files to Staffing Services has decreased by 95% since files are available

for viewing through the imaging system.

Payroll Branch

e Scheduler has been completely implemented on all paychecks.

e RDS (an electronic Report Delivery System) is in place. We have included all perma-
nent reports.

e Payroll screens have been modified for MARS Accounting.
¢ Timesheets have been modified to meet the MARS specifications.

e On-line data files created for agencies. This allows them to download to PC’s to
better utilize data for agency requirements.
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Employee Records

e Converts CHS/CFC PTL Input to the standard AMR PTL.

e |mport and export data electronically instead of mailing.

e Reduced paper and microfiche produced.

Computer Branch

¢ Includes data entry and mainframe printing for the Cabinet and those agencies that
use the Personnel Cabinet for printing of reports, forms, timesheets, etc.

¢ Trained new employees in this area.

e All employees received PC’s and are trained to use the included software.
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Classification & Compensation

Division of Classification and Compensation

Nature of Actions 1995/1996

1996/1997 1997/1998 1998/1999
Job Classes Revised 127 73 79 266
New Classes Established 70 22 26 91
Job Classes Abolished 85 140 64 119
Pay Grade Changes 158 8 18 512 |
New/Revised Special Entrance 165* 56 58 239
Rates
Class Title Changes 17 16 21 192
Title Code Number Changes 2 9

*Many were increases

to existing special

entrance rates.

Positions Established 10,038
Positions Abolished 11,456
Positions Reclassified 2.455
Positions Reallocated 2,669

The above total is 26,618 actions taken by the Division of Classification and Com-
pensation. This compares to a total of 20,791 in 1997-1998, 18,608 in FY 1996-

1997; 19,206 in FY 1995-1996; and 18,937 in FY 1994-1995.

In addition, the Division of Classification and Compensation also reviews and ap-
proves agency requests for re-organizations, in-range appointments, position num-
ber changes, work county changes, rate changes from full to part-time and part-
time to full-time, in-grade promotions, and other personnel processes.

municates with citizens, state employees, and other personnel jurisdictions

throughout the country.

Staff com-
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Staffing Services

jvision of Staffing Services

The Division of Staffing Services is responsible for the merit employment
function for Kentucky State Government and implementing the Personnel
EMPOWER Kentucky Initiatives.

The Division consists of the Director's Office and four branches, including
Applicant Processing, Employment Counseling, Register, and Staffing Analysis.

The work of the Division of Staffing Services has increased from 433 percent to
4.7 percent in all major work categories during FY 98-99, except for two: Tests
Administered and Educational Verifications. These increases and decreases are
a result of the Personnel Cabinet’s cooperation with other cabinets in imple-
menting changes under the EMPOWER Kentucky Program. As a result, the
competitive merit employment process is more available to all citizens of the
Commonwealth. The drop in the number of tests given was expected, in that a
major initiative of the administration and legislature in 1998 was to eliminate
written tests for state employees. In addition, more applicants are furnishing
certified copies of their credentials prior to employment, thus reducing the need
for educational verifications. (See Attachment A- Composite of Divisional
Statistics, FY 98-99).

All of the EMPOWER Kentucky Personnel Initiatives (see Attachment B) have
been accomplished except 9, 11, 12, 13, 14, and 17. The contract to
complete Phase 3 of Initiatives 12 and 14, i.e. designing the web-enabled
system to provide on-line access of Personnel Cabinet records to agencies, etc.,
is currently in process. All fiche records have been converted to imaged records
and are currently available on the in-house system within the Personnel Cabinet.
Initiative 9 is being combined with Initiatives 11, 13, and 17, and the bids for
the automated testing system to incorporate all of the above are currently under
review. |
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Staffing Services
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Staffing Services

©

10.

11.

12.

13.

14.

15.

16.

17.
18.

19.
20.

Statewide listing of jobs on Internet.

Same-day placement of Qual applicants on registers.

Enhanced outplacement and recruiting program.

Elimination of merit tests for internal mobility candidates.

On-line access to registers and applications in agencies (view and print).
On-line access to Superbook and class specifications in agencies.

On-line access to application form and ability to submit application electroni-
cally.

On-line access to Position Description form, complete and submit electroni-
cally.

Voice-activated telephone response system, providing regdister information
such as scores, counties of availability, etc.

Streamline workflow within Staffing Services by imaging applications when
submitted and making information immediately available to counselors for on-
line approval.

Streamline workflow within Staffing Services by installing on-line test approval
system.

Streamline workflow by conversion of current employee documents from fiche
to imaged records and place on-line for immediate access by Personnel Cabinet
and agencies.

Streamline workflow in Staffing Services by installing electronic grading of

T & E system.

Streamline workflow by initiating P-1 electronically at the lowest level within
agencies, and standardizing supporting documents and approval paths.
Initiate best practices by converting some Written Tests to T & E and Qual
selection methods.

Streamline register process by placing names on register the same day of
testing.

Enhance testing process by automating test review system.

Establish consistent policy on external advertisements to coordinate and coin-
cide with Internet job listings.

Update Personnel Payroll Policy and Procedure Manual and place on Intranet.
Complete Year 2000 Conversion of payroll system.

Appendix B
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Performance Management

Office of Performance Management

* Provided performance management training and informational seminars to approxi-
mately 2,176 supervisors, managers, and employees throughout state government.

* Revised the employee evaluation form to emphasize and document planning at the
start of each performance period and placed the form on-line to allow completion
using the computer.

R i

¢ Implemented an electronic performance rating reporting system.

* 94.9% of eligible employees statewide were reported as rated for the Mid-Year 1998
performance period.

* 95.5% of eligible employees statewide were reported as rated for the Year-End 1998
performance period.
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Employee Facts

ANNUAL REPORT FY 98-99
PERSONNEL CABINET

EMPLOYEEFACTS
(AS OF JUNE 30, 1999)

EXECULIVE BIANCR .oeeceeceeeeetccrereesstniiss st sttt st s en 38,738
Legis|ative BrancCh ...t s ssss st s 439

Judicial Branch ................ 3,067

Of the total permanent full-time employees in the Executive Branch:
49.1% are female

7.56% are minority

The average permanent full-time employee in the Executive Branch:
Earns $31,710 per year salary and;

In addition, receives $7,442.93 in benefits

8.03% Employer-paid retirement $2,5646.31
7.65% Employer-paid FICA $2,425.82
12 x $203.00 Health Insurance $2,436.00
12 x $2.90 Life Insurance $34.80
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Employee Facts
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Employee Facts

Employée Status Summary as of June 30, 1999

Executive Branch

38,738

966 <102 0 0 ~ 63 20 8

Stat Full StatPart  Allinterim Temporary Temporary Seasonal Seasonal All FFTL TOTAL
Full Part Fuil Part

Legislative Branch
439

250

170

—p 0 0 1 0

e

Stat Full StatPart  All interim Temporary Temporary Seasonal Seasonal All FFTL TOTAL
Fuli Part Full Part

Judicial Branch

3,057

e 0 34 154 0 0 0
Stat Full StatPart  AliInterim  Temporary Temporary Seasonal Seasonal  All FFTL TOTAL

Full Part Full Part
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Employee Facts
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Employee Facts
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