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Chapter 

INTRODUCTION 

Subject 

Design of This Guidance Manual 

ORGANIZATION & 
NUMBERING  Chapters—The  subject matter  in  the manual  is  divided  into  chapters 

(100, 200, 300, etc.).  The chapter title appears in the upper right corner 
of the first page of a subject and  in the upper  left corner of subsequent 
pages. 

Sections—Some  chapters  are  divided  into  sections.  Each  section  title, 
instead  of  chapter  title,  appears  in  the  upper  right  corner  of  the  first 
page of a subject and in the upper left corner of subsequent pages. 

Subjects—Chapters and sections are arranged by subjects. 

Subject Number—Each  subject  is assigned a number, which appears  in 
the upper right corner of each page of the subject. For example, Chapter 
700  includes Subject 701 followed by Subject 702, which  is divided  into 
Sections 702‐1 through 702‐4. 

“GAP” Prefix—Preceding each subject number, this prefix stands for the 
manual title General Administration & Personnel Guidance Manual. 

Subject Title—The subject title appears  in the upper right corner of the 
first page of a subject and in the upper left corner of subsequent pages. 

Date—The  latest  issuance  date  of  a  subject  appears  at  the  bottom  of 
each page of the subject. This date agrees with the  latest  issuance date 
shown for the subject in the “Table of Contents” (GAP‐01). 

Page  Numbering—Each  subject  has  its  own  page  numbering,  which 
appears at the bottom of each page. 

LOCATING 
INFORMATION One index appears at the front of the manual, and two indexes appear at 

the back: 

Table of Contents (GAP‐01)—This index at the front lists the titles of the 
manual’s  chapters  and  sections  and  their  subjects,  as  well  as  other 
information, in numerical order. It includes the latest issuance dates of all 
the subjects. As the manual matures, these dates change. 
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LOCATING 
INFORMATION (CONT.)  Alphabetical Index (GAP‐02)—This index at the back lists key information 

in alphabetical order. Generally, it directs the user to subject titles and to 
margin, paragraph, and subparagraph headings within subjects. 

 
Table of Exhibits  (GAP‐9000)—This  index at  the back  lists  the manual’s 
exhibits,  including  forms,  worksheets,  diagrams,  etc.,  by  number  and 
title. 

 
CROSS‐REFERENCES  A boldfaced subject number that appears within the text references the 

location of more information about the subject. 
 
QUESTIONS  For additional copies of this manual, contact 
 

Organizational Management Branch 
Office of Human Resource Management 
Transportation Cabinet Office Building, 6th Floor West 
200 Mero Street 
Frankfort, KY  40622 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

INTRODUCTION 

Subject 

Manual Purpose & Overview 

PURPOSE  The purpose of the General Administration and Personnel (GAP) Manual 
is  to  provide  uniformity  and  guidance  in  the  interpretation  of  laws, 
regulations, policies, and procedures governing the administration of the 
personnel of  the Kentucky Transportation Cabinet and  their operational 
relationship with one another and their customers. 

OVERVIEW  In  essence,  the  GAP  Manual  addresses  the  policies,  procedures,  and 
guidelines  that  affect  all  Transportation  Cabinet  personnel,  not  any 
particular programmatic or administrative area. 

Statutory and  regulatory authorities governing  the policies, procedures, 
and  guidelines herein  are  the Kentucky Revised  Statutes  (KRS)  and  the 
Kentucky Administrative Regulations (KAR). 

KRS:  http://www.lrc.ky.gov/krs/TITLES.HTM 

KAR:  http://www.lrc.ky.gov/kar/frntpage.htm 

Specific statutes or regulations are cited throughout the GAP Manual to 
provide  further  guidance  in  understanding  the  basis  and  intent  of  the 
policies, procedures, and guidelines herein. 



http://www.lrc.ky.gov/krs/titles.htm
http://www.lrc.ky.gov/kar/frntpage.htm
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYMENT PROCEDURES 

Subject 

Overview 

STATUTORY & 
REGULATORY 
AUTHORITY  KRS 18A, 101 KAR 

POSITION ACTIONS  The Office of Human Resource Management (OHRM) provides technical 
assistance  to  ensure  compliance  with  regulations,  statutes,  and 
Personnel  Cabinet  guidelines  for  all  Transportation  Cabinet  personnel 
position actions, including but not limited to: 

 Appointments
 Promotions
 Reclassifications
 Transfers
 Demotions
 Reemployment
 Reinstatement
 Detail to Special Duty
 Leave by Personnel Action (Sick or Military Leave)
 Terminations and Separations

The Personnel Cabinet’s Employee Handbook provides a summary of each 
personnel position action and may be accessed online at: 

https://hr.personnel.ky.gov/Documents%20Anonymous/Employee%2
0Handbook.pdf 

OHRM  human  resource  generalists  (HRGs)  are  assigned  to  assist 
designated  organizational  units  within  the  Transportation  Cabinet.  
Employees may access this assignment listing online at: 

https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/PAContacts.aspx 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYMENT PROCEDURES 

Subject 
 

Selection & Hiring 

 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 18A.0751; 101 KAR 1:400 
 
OVERVIEW The Transportation Cabinet is committed to a fair and equitable hiring 

and promotion process that reinforces the Cabinet’s affirmative action 
and equal opportunity efforts. All hiring managers within the Cabinet 
shall evaluate selected applicants by considering the five criteria as 
mandated by 101 KAR 1:400: 

 

1. Seniority 
 

2. Qualifications 
 

3. Performance Evaluations 
 

4. Record of Performance 
 

5. Conduct 
 
HIRING MANAGER The term hiring manager refers to the employee who will supervise the 

new employee.  The Cabinet requires all hiring managers to complete the 
following required training prior to participating in the selection and 
hiring process: 

 
 Instructor-led Selection and Hiring Process course 

 
Note:  Course dates may be found on the Professional Development 
Branch’s website at: 

 
https://business.kytc.ky.gov/apps/kytcu/Pages/Home.aspx 

 
 Personnel Cabinet’s “Position Description Training – Supervisors” 

available in MyPurpose   
 
 

https://business.kytc.ky.gov/apps/kytcu/Pages/Home.aspx
http://www.lrc.ky.gov/kar/101/001/400.htm
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SELECTION & HIRING 
PROCEDURES Hiring managers should follow the selection and hiring procedures 

detailed in the Cabinet’s Selection & Hiring Process Training Guide, 
available online at:  

 

https://intranet.kytc.ky.gov/org/OHRM/pdom/Documents/Selection%20an
d%20Hiring%20Process%20Participant%20Guide.pdf 

 
This guide (utilized in the required training course discussed above): 

 
 Details Cabinet selection and hiring procedures 

 
 Provides guidance concerning proper behavioral interviewing 

techniques 
 

 Offers sample documents and forms involved in the selection and 
hiring process 

 
 

 

https://intranet.kytc.ky.gov/org/OHRM/pdom/Documents/Selection%20and%20Hiring%20Process%20Participant%20Guide.pdf
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYMENT PROCEDURES 

Subject 
 

Nepotism in the Workplace 

STATUTORY 
AUTHORITY  KRS 11A.010(4); KRS 11A.020(1); KRS 11A.045(1); Executive Branch Ethics 

Commission’s Advisory Opinions 04‐34, 06‐14, 07‐19 
 
EMPLOYMENT 
PROCEDURE  In  compliance  with  statutory  authority  of  the  Commonwealth  of 

Kentucky and upon recommendation set  forth by the Advisory Opinions 
issued  by  the  Executive  Branch  Ethics  Commission,  the  Transportation 
Cabinet prohibits employees  from advocating or  influencing  in any way 
the selection and hiring process (employment, appointment, promotion, 
transfer,  or  advancement)  of  a  family  member  or  of  anyone  who  in 
substance  has  a  family‐like  relationship  (for  example,  unmarried 
employees  sharing  a  household)  with  another  employee.  Such  a 
relationship presents a potential conflict of  interest, thereby resulting  in 
the perception of providing undue advantages,  financial gain, and other 
benefits. 

 
Note:    Family means  “spouse  and  children,  as well  as  a person who  is 
related to a public servant as any of the following, whether by blood or 
adoption: parent, brother, sister, grandparent, grandchild, father‐in‐law, 
mother‐in‐law, brother‐in‐law, sister‐in‐law, son‐in‐law, daughter‐in‐law, 
stepfather,  stepmother,  stepson,  stepdaughter,  stepbrother,  stepsister, 
half brother, or half sister.”  

 
SUPERVISION OF 
EMPLOYEES  Cabinet employees shall not directly supervise a member of their family 

or  family‐like arrangement, evaluate  the member’s  job performance, or 
generate  an  action  relating  to  the  discipline  of  the  member.  Such 
involvement  presents  a  potential  conflict  between  the  public  servant’s 
private interest and his or her duties in the public interest in many ways.   
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SUPERVISION OF 
EMPLOYEES (CONT.)  For  example,  some  could observe  the  involvement  as  advantageous or 

beneficial  to  the  subordinate  employee  due  to  the  perception  of,  for 
example,  his  or  her  receiving  special  favors  or  having  lower  job 
expectations.  Conversely  the  subordinate  employee,  as well  as  others, 
may  perceive  the  involvement  as  disadvantageous  and  detrimental 
because of the supervisor’s undue pressure or unfair expectations placed 
on  the  subordinate.  In  any  case,  the  involvement  has  the  potential  to 
disrupt Cabinet operations and create an antagonistic workplace. 

 
EXCEPTIONS  In  rare  situations  where  such  involvement  is  unavoidable  due  to 

specialized  knowledge,  skills,  etc.,  of  employees,  Cabinet management 
personnel shall place a  level of supervision between  the supervisor and 
the family or family‐like member to ensure that the supervisor does not 
directly  supervise,  evaluate,  or  generate  an  action  relating  to  the 
discipline of the member. 

 
VIOLATION OF 
POLICY  Employees  shall  immediately  inform  their  first‐line  supervisor  of  any 

familial  relationship  that violates  this policy. The supervisor shall  report 
the situation to his or her office or department head, who shall,  in turn, 
contact  the Office  of Human  Resource Management  to  determine  the 
resolution.  Any attempt by an employee to circumvent the provisions of 
this  policy  (for  example,  an  employee’s  failure  to  disclose  a  family  or 
family‐like  relationship)  is  subject  to  disciplinary  action,  up  to  and 
including dismissal. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYMENT PROCEDURES 

Subject 
 

Employee Orientation 

 

INTRODUCTION The Personnel Cabinet requires state agencies to conduct orientation 
programs for all new employees.  The Transportation Cabinet has 
developed a program that includes information applicable to all new state 
government employees, as well as information relating specifically to the 
Transportation Cabinet. 

 

New employee orientation is conducted on the 1st and 16th of each month 
(or on the following Monday when either date falls on a weekend) in each 
district office by training liaisons and at the Central Office by staff from the 
Office of Human Resource Management’s (OHRM’s) Professional 
Development Branch. 
 
To ensure uniformity, the Professional Development Branch develops 
orientation training materials, handouts, and checklists to be used in all 
orientation trainings.  These resources are available to training liaisons 
here: 

 
https://intranet.kytc.ky.gov/org/OHRM/pdom/Pages/New-Employee-

Orientation.aspx 
 

Note:  The KYTC Safety & Health Administration Guide (SHA-302) details 
required safety training for new employee orientation and is available on 
the KYTC Internet Policy Manuals Library: 

 
https://transportation.ky.gov/Organizational-Resources/Pages/Policy-

Manuals-Library.aspx 
 
DOCUMENTATION 
SUBMISSION 
REQUIREMENTS Regardless of hiring status, all new employees shall complete the I9 form, 

Employment Eligibility Verification, on the initial date of hire and shall 
complete all other onboarding documentation within ten business days 
from the date of hire. 

 

https://transportation.ky.gov/Organizational-Resources/Pages/Policy-Manuals-Library.aspx
https://intranet.kytc.ky.gov/org/OHRM/pdom/Pages/New-Employee-Orientation.aspx
https://transportation.ky.gov/Organizational-Resources/Pages/Policy-Manuals-Library.aspx
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DOCUMENTATION 
SUBMISSION 
REQUIREMENTS 
(CONT.) In the district offices, supervisors shall provide completed onboarding 

documentation to their training liaisons to ensure the timely submission of 
all documentation to OHRM by required deadlines.  Central Office 
supervisors shall submit all completed onboarding documentation to 
OHRM by required deadlines. 

 
OHRM will notify employees, or supervisors, when necessary, to collect 
missing documents or to correct incomplete documents. 

 
ASSIGNED TRAINING 
COMPLETION 
REQUIREMENTS Regardless of hiring status, all new employees shall complete required 

onboarding training within fifteen business days from the date of hire.  
Employees may either be assigned online trainings in the MyPurpose 
system or receive in-person (offline) versions of the same trainings.  
Regardless of the mode of training, supervisors shall ensure new 
employees complete these trainings by the deadline. 

 
In the district offices, training liaisons shall ensure completed offline 
trainings are appropriately entered on employee transcripts within 
MyPurpose. 

 
TRAINING 
AUDITS The Professional Development Branch performs monthly audits to ensure 

employees have completed required trainings.  OHRM staff or other 
offices’ training liaisons or personnel, as necessary, will notify employees 
and their supervisors of incomplete or past due required trainings.  
Employees who fail to complete all required New Employee Orientation 
training are in direct violation of this policy. 

 
SUPERVISOR 
RESPONSIBILITIES Supervisors shall provide ample assistance, time, and resources for new 

employees to complete onboarding paperwork and required training by 
assigned deadlines. 

 
Note:  Some forms require signatory approval from office or department 
heads.  Supervisors should be mindful of this when assisting employees 
with ensuring fully completed forms are submitted by due dates. 

 
 
 



EMPLOYMENT PROCEDURES 

Employee Orientation GAP-204 
 

 

06/23  Page 3 of 3 

VIOLATION OF 
POLICY Employees who fail to follow this policy or procedure may be subject to 

corrective or disciplinary action, up to and including dismissal.  Supervisors 
and managers may also be subject to corrective or disciplinary action, up 
to and including dismissal, for failure to ensure adherence by their 
subordinates with this policy or procedure. 

 
WEBSITE 
RESOURCES As a supplement to the Cabinet’s orientation program, employees are 

encouraged to visit the following websites: 
 

 Personnel Cabinet’s Internet site for links to the state Employee 
Handbook, Kentucky Revised Statutes, Kentucky Administrative 
Regulations, and other subjects of interest to all state employees: 

 

https://hr.personnel.ky.gov/Pages/EEHandbook.aspx 
 

 Transportation Cabinet’s Internet site for links to Cabinet’s programs 
and services for the public, including policy manuals, organizational 
charts, contact information, and other subjects of interest to Cabinet 
employees and their customers: 

 

http://transportation.ky.gov/Pages/default.aspx 
 

 Transportation Cabinet’s Intranet site for links to the operations and 
services of the Cabinet’s organizational units, including personnel, 
technology, budget, facilities, and other information beneficial to 
Cabinet employees: 

 

https://intranet.kytc.ky.gov/Pages/Home.aspx 
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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYMENT PROCEDURES 

Subject 

Work Schedules 

REGULATORY & 
STATUTORY 
AUTHORITY 101 KAR 2:095; KRS 337.355; KRS 337 

OFFICIAL 
WORKSTATION The official workstation of an employee is the address of the unit to 

which the employee is assigned. 

OFFICIAL WORKWEEK The official workweek for the Transportation Cabinet begins at 12:00 a.m. 
Sunday and ends at 11:59 p.m. on Saturday.  Most employees are 
scheduled to work Monday through Friday; however, supervisors may 
direct some employees to work varying shifts, including Saturdays and 
Sundays.  Pursuant to 101 KAR 2:095 Section 2(4): 

“An employee who works for an agency which requires more than 
one (1) shift or seven (7) days a week operation may be 
reassigned from one shift to another or from one post to another, 
or alternate days off by the agency to meet staffing requirements 
or to maintain security, or provide essential services of the 
agency.” 

OFFICIAL WORKDAY Normal working hours for most full-time Cabinet employees are 8:00 
a.m. to 4:30 p.m., Monday through Friday, unless the commissioner,
executive director, or deputy executive director, or office head approves
flextime.  Some operational units may require schedules to provide 24-
hour service. In the districts, the chief district engineers are responsible
for approving the working hours for all their employees, giving
consideration to the requirements of their employment service.

Excluding district operations (construction projects, snow-and-ice removal, 
etc.) and shift work, the official workday for an office shall begin no earlier 
than 7:00 a.m. and end no later than 6:00 p.m. 

http://www.lrc.ky.gov/kar/101/002/095.htm
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LUNCH PERIOD 
REQUIREMENTS The length of the lunch period may vary from no less than ½ hour to no 

more than 1½ hours, depending upon the work schedule.  Supervisors 
shall grant employees reasonable periods for lunch, as close to the 
middle of their scheduled work shifts as possible.  Supervisors shall not 
require employees to take lunch periods sooner than 3 hours or later 
than 5 hours from the time their work shifts begin, unless by mutual 
written agreement with their supervisors. 

 

Supervisors may direct employees to select alternative times for lunch to 
guarantee normal productivity and efficiency.  Employees may change 
their lunch schedules on a particular day to accommodate special needs if 
they receive prior approval from their supervisors.  Employees assisting 
customers, participating in a meeting, or conducting a similar activity 
shall complete the activity prior to taking lunch.  Except for rare or 
infrequent emergency calls, employees shall be relieved of all duties 
during their lunch periods. 

 

REST PERIOD (BREAK) 
REQUIREMENTS Pursuant to KRS 337.365, Cabinet employees are entitled to a paid rest 

period (break) of at least 10 minutes during each 4 hours worked. 
Supervisors shall establish employees’ break times and monitor their use. 

 

The Transportation Cabinet grants employees who work more than a 6-
hour workday two paid 15-minute breaks, one before lunch and one after 
lunch.  However, these breaks shall not be: 

 

 Saved for future use 
 

 Claimed as compensatory time if unused 
 
 

 Routinely combined with an employee’s lunch period to allow an 
employee to take an extended lunch break 

 

Note:  Occasionally, a supervisor may approve an employee’s break 
immediately before or after the lunch period upon an employee’s 
justifiable request. 

 

Part-time employees who work 6 hours or less shall receive one paid 15-
minute break. 

 

In the event of overtime, employees shall receive an additional paid 15-
minute break for every 3 hours and 45 minutes worked. 

 

CONTINUOUS HOURS 
WORKED BY CDL 
EMPLOYEES CDL employees shall not work longer than 16 continuous hours. After a 

16-hour shift, CDL employees shall be off duty for at least 8 hours before 
resuming duties. 

 

http://www.lrc.ky.gov/Statutes/statute.aspx?id=32079
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PERSONALIZED 
WORK SCHEDULE 
AGREEMENT (FLEXTIME) Personalized work schedule agreement (flextime) offers a variety of work 

schedules within a structure while ensuring normal work production.  The 
Cabinet provides employees the opportunity to request flextime work 
schedules from their supervisors.  Each organizational unit may utilize 
flextime; however, the supervisor may alter an employee’s work 
schedule to meet a business need.  Flexible work schedules are a 
privilege that the Cabinet grants and may revoke if abused or if 
operating needs are not being met.  Authorized flexible work schedules 
shall comply with the following provisions: 

 

 Employees who have received disciplinary action as a result of 
violations of time and attendance policies may not be initially eligible for 
a flextime work schedule but may be reevaluated every three months. 

 

 The supervisor shall ensure that all staff is cross-trained in order to 
carry out the mission of the office.  Effective and efficient completion 
of job functions is the primary consideration in all decisions pertaining 
to the use of flextime. 

 

 Excluding district operations (construction projects, snow-and-ice 
removal, etc.) and shift work, the workday for an office shall begin 
between 7:00 a.m. and 9:00 a.m. and end between 3:00 p.m. and 6:00 
p.m., respectively. 

 

 Since each district crew works as a unit, the members of that crew shall 
have the same work schedule. 

 

 The supervisor may require employees to work hours and days other 
than normal (including adverse-weather schedules) if the time is in 
the best interest of the Cabinet. 

 

 All full-time employees shall be scheduled to work at least 7.5 or 8.0 
hours per day, depending on approved personalized work schedule 
agreements. 

 

 All employees shall document their work schedules by completing and 
submitting to their supervisors the TC 12-206 form, Personalized Work 
Schedule Agreement (Exhibit 9001).  Supervisors shall retain the original 
of this form in the employees’ files and provide a copy to the employees.  
Personalized work schedule agreements are subject to review by the 
Office of Human Resource Management at any time. 

 

 Starting and ending times shall remain the same every workday in 
accordance with the approved personalized work schedule agreement.  
However, a supervisor may authorize an employee to deviate from his or 
her personalized work schedule agreement for the purpose of fulfilling a 
business need and meeting the operational requirements of the office. 
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PERSONALIZED WORK 
SCHEDULE AGREEMENT 
(FLEXTIME) (CONT.) 

 Flextime hours may be staggered at the discretion of the office or 
department head to ensure coverage of all offices during normal 
prevailing work hours (8:00 a.m. to 4:30 p.m.). 

  

 An employee may adjust an approved work schedule only on a quarterly 
basis and only upon prior written approval by his or her supervisor. The 
supervisor may grant exceptions for special circumstances.  For time-
reporting purposes, any adjustment shall occur at the beginning of the 
official workweek, which is 12:01 a.m. Sunday. 

 

 The supervisor may stop the use of flextime immediately for any 
employee or group of employees if abuse occurs or if the flextime 
schedule is not meeting Cabinet needs. 

 

WORK SCHEDULE 
OPTIONS The TC 12-206 form, Personalized Work Schedule Agreement (Exhibit 

9001), shows the specific options for the 37.5-hour and the 40-hour 
workweek.  For an exception to any one of the options, the requesting office 
or department head shall submit justification as to the business need to the 
Office of Human Resource Management for approval. 

 

REVIEW OF FLEXTIME 
SCHEDULES Office or department heads shall review all flextime schedules to ensure that 

the arrangements conform to Cabinet policy and that flextime scheduling is 
not impairing Cabinet services and access to them.  Supervisors shall modify 
or discontinue immediately any flextime schedules not in compliance with 
Cabinet policy. 

 

TARDINESS 
OR ABSENCE Employees shall adhere to the working hours the Cabinet requires of 

them.  Habitual tardiness or excessive absence from workstations 
constitutes grounds for disciplinary action. 

 

TELECOMMUTING GAP-212 details telecommuting policies and procedures. 
 

TIME REPORTING 
PROCEDURE GAP-206 details time reporting procedures. 
 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL 

Section 

TIME REPORTING 

Subject 

Central Office Procedures 

OVERVIEW All employees shall abide by their personalized work schedules as 
completed and approved on TC 12-206 form, Personalized Work Schedule 
Agreement (Exhibit 9001), which includes start and end of workday times, 
as well as an agreed-upon daily lunch schedule. No employee shall begin 
work earlier than 7:00 a.m. or end work later than 6:00 p.m. without 
receiving prior approval from their supervisors. GAP-205, “Work 
Schedules,” provides additional details. 

KHRIS TIMESHEET The official timesheet in the Central Office is the electronic KHRIS 
timesheet. 

Employees shall record their hours of work and their hours of leave, 
according to established KHRIS attendance and absence codes. At the end 
of the pay period, employees shall sign the KHRIS timesheet, certifying the 
accuracy of the reported time, and submit the timesheet to their 
supervisor for signature approval. 

Employees shall not deviate from their preapproved regular work 
schedule, earn compensatory time/overtime, or take planned leave 
without securing prior approval from their supervisors. Employees shall 
document evidence of that approval by writing in the Comments column 
in the row of the appropriate attendance or absence code of the KHRIS 
timesheet. Depending on the discretion of employees’ supervisors or on 
their office’s Leave Request and Reporting Procedure, comments on the 
KHRIS timesheet may include such evidence of approval as follows: 

 Email or text approval
 Verbal approval
 Approval on TC 12-240 form, Application for Compensatory

Time/Overtime (Exhibit 9003), or TC 12-1 form, Application for Leave
(Exhibit 9015)

If an employee is late reporting or returning to work, the supervisor has 
the discretion to do either of the following: 
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KHRIS 
TIMESHEET (CONT.) 

A. Not allow the employee to make up the time, having the employee 
record the exact amount of late time as unapproved leave without pay 
on the KHRIS timesheet 

 

Note: Unapproved leave without pay (authorized [LNPA] or 
unauthorized [LNPU]) and time worked (1REG) are not limited to 
quarter-hour increments. Exhibit 9030 shows the percentage of an 
hour to record per number of minutes of work missed. 

 

B. Allow the employee to make up the late time during the lunch hour or 
at the end of the day. 

 

Note:  Time must be recorded in quarter-hour increments. 
 

For after-hours call-outs, employees shall claim only the actual time 
worked (from the time that they start their vehicle and depart for the after-
hours call-out until they return home from working the call-out). 

 
SUPERVISOR APPROVAL Supervisors shall sign the KHRIS timesheet certifying that all information 

reported by their employees is accurate, including all evidence of approved 
requests for deviation from regular work schedule, for planned leave, and 
for compensatory time/overtime.  Supervisors may retain evidence of 
approval but are not required to attach any of the documentation to the 
KHRIS timesheet when they submit the approved timesheets to their time 
and attendance administrators (TAAs). 

 
DESIGNATION PROCESS 
FOR TIME & ATTENDANCE 
ADMINISTRATORS 
(TAAS) Cabinet organizational units determine their needs for TAAs.  Office or 

department heads shall contact the Office of Human Resource 
Management (OHRM) to request approval of a position to be designated 
as a TAA. 

 
Upon approval by OHRM, prospective TAAs will be scheduled to attend the 
Personnel Cabinet’s KHRIS time administrator training.  The Personnel 
Cabinet will notify OHRM of the completed training, and OHRM will work 
with Central Office management to determine proper access. 

 
TAA LIMITATIONS FOR 
EMPLOYEE RECORDS TAAs shall not make modifications to employee records in KHRIS SAP GUI  

beyond timesheet duties. If a non-time-entry modification is necessary, 
employees shall contact their assigned OHRM human resource generalist 
for assistance. 
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TAA LIMITATIONS FOR 
EMPLOYEE RECORDS 
(CONT.) Any employee outside of OHRM who makes any type of modification 

within KHRIS SAP GUI to an employee record that does not pertain to the 
employee timesheet may be subject to disciplinary action up to 
dismissal. 

 
OHRM has the discretion to remove timekeeping duties from an employee. 

 
DUTIES OF 
TIME & ATTENDANCE 
ADMINISTRATORS 
(TAAS) Central Office TAAs ensure that time entry is completed accurately within 

designated timeframes.  Each TAA shall have a designated backup.  
Designated backups not only serve as backups to the regular TAAs for time 
entry but are also responsible for entering TAAs’ time into KHRIS, as well 
as for completing the time entry audit process after final payroll is 
executed (detailed below).  HRGs serve as designated backups, as needed. 

 
Central Office TAAs shall: 

 
 Audit and complete the KHRIS timesheet for all organizational units in 

the Central Office no later than the second weekday immediately 
following payday 

 

 Enter the data during designated time entry into KHRIS before payroll 
deadlines as outlined on the payroll calendar provided monthly by the 
Office of Human Resource Management 

 

Note:  TAAs shall not enter their own time into KHRIS.  Backup TAAs 
shall perform this duty. Neither shall alter any reported times on the 
KHRIS timesheet without first notifying the employee who reported 
the time and securing signature approval from the employee’s 
supervisor. 

 

Note:  Federal Highway Administration projects require the retention 
of time and attendance records for a minimum of 3 years after the 
completion of a project. 

 
TIMEKEEPER 
TRAINING TAAs and backup TAAs shall attend timesheet update trainings as the 

Cabinet deems necessary.  OHRM provides time and attendance resource 
materials online at: 

 
https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/Time-and-

Attendance-Resources.aspx 

https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/Time-and-Attendance-Resources.aspx
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PERSONNEL CABINET 
& OHRM AUDIT 
PROCESS During time entry, the Personnel Cabinet and OHRM will run reports daily 

to identify time-entry errors.  If errors are found, OHRM human resource 
generalists (HRGs) shall notify TAAs to correct the errors.  All errors shall 
be corrected before prepayroll runs as designated on the payroll calendar. 

 
Upon completion of time entry, Central Office TAAs and backup TAAs shall 
audit the KHRIS timesheets against the KHRIS system.  If errors are found 
beyond the two previous pay periods, a corrected timesheet shall be 
submitted to the assigned HRG to update KHRIS. 

 
TAAs and backup TAAs shall not enter into KHRIS any corrections found 
during the audit process and shall not audit or enter their own timesheets 
into KHRIS. 

 
OHRM will perform random audits of payroll records each payroll cycle.  
The State Auditor’s Office will perform random audits on a yearly basis of 
payroll records. 

 
SELF TIME ENTRY 
CENTRAL OFFICE Employees shall record their hours of work and their hours of leave, 

according to established KHRIS attendance and absence codes.  At the end 
of the pay period, employees shall enter their time into KHRIS Employee 
Self Service (ESS).  Employees must have their time entered and submitted 
to their supervisor no later than close of business of the second workday 
immediately following the end of the pay period. 

 
Supervisors are responsible for ensuring time has been entered accurately 
prior to approving employees’ time in KHRIS Manager Self Service (MSS). 
Supervisors may choose how often they require their employees to enter 
time (daily, weekly, etc.).  

 
Employees shall not deviate from their pre-approved regular work 
schedule, earn compensatory time/overtime, or take planned leave 
without securing prior approval from their supervisors.  Employees shall 
document evidence of that approval by typing in the comments section in 
KHRIS ESS. 

 
Depending on the discretion of employees’ supervisors or on their office’s 
Leave Request and Reporting Procedure, comments on the KHRIS ESS 
timesheet may include such evidence of approval as follows: 

 

 Email or text approval 
 

 Verbal approval 
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SUPERVISOR 
APPROVAL Supervisors shall approve time in KHRIS MSS certifying that all information 

reported by their employees is accurate, including all evidence of approved 
requests for deviation from regular work schedule, for planned leave, and 
for compensatory time/overtime.  Supervisors shall retain evidence of 
approval but are not required to attach any of the documentation to the 
KHRIS ESS timesheet. 

 
Supervisors shall approve employee time before payroll deadlines as 
outlined in notifications provided by OHRM. 

 
VIOLATION 
OF POLICY Unauthorized absences, unreported absences, falsification of time 

records, and violations of any provision of the office Leave Request and 
Reporting Procedure as established by supervisors may result in denial of 
the use of paid leave and/or in disciplinary action, up to and including 
dismissal. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TIME REPORTING 

Subject 
 

District Office Procedures 

 
OVERVIEW All employees shall abide by their personalized work schedules as 

completed and approved on TC 12-206 form, Personalized Work Schedule 
Agreement (Exhibit 9001), which includes start and end of workday times, 
as well as an agreed-upon daily lunch schedule. No employee shall begin 
work earlier than 6:00 a.m. or end work later than 7:00 p.m. without 
receiving prior approval from their supervisors, except those involved in 
certain district operations. GAP-205, “Work Schedules,” provides 
additional details. 

 
DAILY ATTENDANCE & 
PROJECT REPORT Each day, district employees shall report their own times of arrival and 

departure, including lunch times, on the TC 12-261 form, Daily Attendance 
and Project Report (Exhibit 9002), and sign the form certifying their 
reported time is accurate. 

 

Example:  If an employee’s work schedule is 7:30 a.m.—4:30 p.m., with an 
hour for lunch beginning at 11:30 a.m., the employee would: 

 

1. Sign in at 7:30 a.m. 
 

2. Sign out for lunch at 11:30 a.m. 
 

3. Sign in again at 12:30 p.m. 
 

4. Sign out for the day at 4:30 p.m. 
 

5. Note the total number of working hours on the TC 12-261 
 

6. Sign the form in the signature box to indicate that the time reported is 
accurate 

 

If employees are late reporting or returning to work, the employees shall 
document on the TC 12-261 form the actual time that they started work. 

 
Example:  If an employee is scheduled to begin work at 8:00 a.m. but 
arrives 8:05 a.m., the employee shall document the start time as 8:05 on 
the TC 12-261 form. The supervisor has two options: 
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DAILY ATTENDANCE & 
PROJECT REPORT (CONT.) 

A. Not allow the employee to make up the time.  Have the employee 
record the late time of 5 minutes as unapproved leave without pay on 
the TC 12-261 form 

 

Note: Unapproved leave without pay (authorized [LNPA] or 
unauthorized [LNPU]) and time worked (1REG) are not limited to 
quarter-hour increments. Exhibit 9030 shows the percentage of an 
hour to record per number of minutes of work missed. 

 

B. Allow the employee to make up the 5 minutes during the lunch hour 
or at the end of the day.  Time must be recorded in quarter-hour 
increments. 

 

For after-hours call-outs, employees shall claim only the actual time 
worked (from the time that they accept the call and depart for the after-
hours call-out until they return home from working the call-out). 

 

Employees shall not deviate from their preapproved regular work 
schedule, earn compensatory time/overtime, or take planned leave 
without securing prior approval from their supervisors. Employees shall 
document evidence of that approval by writing in the Comments column 
of the TC 12-261 form. Depending on the discretion of employees’ 
supervisors or on their office’s Leave Request and Reporting Procedure, 
comments on the TC 12-261 form may include such evidence of approval 
as follows: 

 

 Email or text approval 
 Verbal approval 
 Approval on TC 12-1 form, Application for Leave (Exhibit 9015), or TC 

12-240 form, Application for Compensatory Time/Overtime (Exhibit 
9003) 

 

Exhibit 9002 provides a sample TC 12-261 form and instructions that detail 
the requirements of its proper completion. 

 

SUPERVISOR APPROVAL Supervisors shall sign the TC 12-261 form certifying that all information 
reported by their employees is accurate, including all evidence of approved 
requests for deviation from regular work schedule, for planned leave, and 
for compensatory time/overtime.  Supervisors may retain evidence of 
approval but are not required to attach any of the documentation when 
they submit the TC 12-261 form to one of the following as applicable: 

 

 District time and attendance contacts (TACs) for district section and 
unit offices  

 Time and attendance administrators (TAAs) for district administrative 
offices  
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DISTRICT TIME & 
ATTENDANCE 
CONTACTS (TACS) TACs shall complete the remainder of the TC 12-261 form for all crews 

working in the district section offices, including county units, but shall not 
enter the data into KHRIS.  TACs shall not alter any reported times on the 
TC 12-261 form without first notifying the employee who reported the 
time and securing signature approval from the employee’s supervisor. 

 
TACs shall audit the TC 12-261 and supporting documentation for 
accuracy. 

 
TACs shall sign the TC 12-261 form, attesting to its accuracy, and then 
submit it and all supporting documentation (Applications for Leave, 
Applications for Compensatory Time/Overtime, emails of approval, etc.) to 
the TAAs for entry into KHRIS. 

 
DESIGNATION PROCESS FOR 
TIME & ATTENDANCE 
ADMINISTRATORS 
(TAAS) Cabinet organizational units determine their needs for TAAs.  Chief district 

engineers shall contact the Office of Human Resource Management 
(OHRM) to request approval of a position to be designated as a TAA.  

 
Upon approval by OHRM, prospective TAAs will be scheduled to attend the 
Personnel Cabinet’s KHRIS time administrator training.  The Personnel 
Cabinet will notify OHRM of the completed training, and OHRM will work 
with district management to determine proper access.  

 
TAA LIMITATIONS FOR 
EMPLOYEE RECORDS TAAs shall not make modifications to employee records in KHRIS SAP GUI  

beyond timesheet duties. If a non-time-entry modification is necessary, 
employees shall contact their assigned OHRM human resource generalist 
for assistance. 

 
Any employee outside of OHRM who makes any type of modification 
within KHRIS SAP GUI to an employee record that does not pertain to the 
employee timesheet may be subject to disciplinary action up to 
dismissal. 

 
OHRM has the discretion to remove timekeeping duties from an employee. 
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DUTIES OF 
TIME & ATTENDANCE 
ADMINISTRATORS 
(TAAS) District office TAAs shall ensure that time entry is completed accurately 

within designated timeframes.    Each TAA shall have a designated backup.  
Designated backups not only serve as backups to the regular TAAs for time 
entry but are also responsible for entering TAAs’ time into KHRIS, as well 
as for completing the time entry audit process after final payroll is 
executed (detailed below).  HRGs serve as designated backups, as needed. 

 
Except for the data that each employee is required to record on the TC 12-
261 form, district office TAAs shall: 

 
 Audit and complete the TC 12-261 form for all organizational units in 

the district offices no later than the second weekday immediately 
following payday 

 
Note:  Upon completing the initial audits, TACs shall forward the 
timesheets to the TAAs for entry into KHRIS CAT2. 

 
 Enter the data during designated time entry into KHRIS, including the 

data from the TC 12-261 forms submitted to them by the TACs before 
payroll deadlines as outlined on the payroll calendar provided monthly 
by the Office of Human Resource Management 

 
Note:  TAAs shall not enter their own time into KHRIS.  Backup TAAs 
shall perform this duty. Neither shall alter any reported times on the 
TC 12-261 form without first notifying the employee who reported the 
time and securing signature approval from the employee’s supervisor. 

 
 Sign the TC 12-261 form, attesting to its accuracy 

 
 File the completed TC 12-261 forms in their offices to be retained for 5 

years or longer, as required 
 

Note:  Federal Highway Administration projects require the retention 
of time and attendance records for a minimum of 3 years after the 
completion of a project. 

 
TIMEKEEPER 
TRAINING TAAs, backup TAAs, and TACs shall attend timesheet update trainings as 

the Cabinet deems necessary.  OHRM provides time and attendance 
resource materials online at: 

 
https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/Time-and-

Attendance-Resources.aspx 

https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/Time-and-Attendance-Resources.aspx
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PERSONNEL CABINET 
& OHRM AUDIT 
PROCESS During time entry, the Personnel Cabinet and OHRM will run reports daily 

to identify time-entry errors.  If errors are found, OHRM human resource 
generalists (HRGs) shall notify TAAs to correct the errors.  All errors shall 
be corrected before prepayroll runs as designated on the payroll calendar. 

 
Upon completion of time entry by TAAs, TACs shall audit the timesheets 
against the KHRIS system.  If errors are found beyond the two previous pay 
periods, a corrected timesheet shall be submitted to the assigned HRG to 
update KHRIS. 

 
TAAs and backup TAAs shall not enter into KHRIS any corrections found 
during the audit process and shall not audit or enter their own timesheets 
into KHRIS. 

 
OHRM will perform random audits of payroll records each payroll.  The 
State Auditor’s Office will perform random audits on a yearly basis of 
payroll records. 

 
EXCEPTIONS TO 
REPORTING 
METHODS Chief District Engineers may request exceptions to reporting methods via 

memorandum to the Appointing Authority designee.  Approved exceptions 
shall ensure work and leave time are properly and correctly recorded and 
certified.  Regardless of the reporting method, all payroll records are 
subject to the auditing process detailed above.  The Appointing Authority 
designee may alter or discontinue an approved exception at any time. 

 
VIOLATION 
OF POLICY Unauthorized absences, unreported absences, falsification of time 

records, and violations of any provision of the office Leave Request and 
Reporting Procedure as established by supervisors may result in denial of 
the use of paid leave and/or in disciplinary action, up to and including 
dismissal. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYMENT PROCEDURES 

Subject 
 

Temporary Assignments 

 

OVERVIEW When the services of an employee are needed in a position within the 
Transportation Cabinet other than the position the employee is regularly 
assigned, the employee may be temporarily assigned to the new position 
for a period not to exceed 60 calendar days.  The executive office heads 
(executive directors, commissioners, directors, or chief district engineers) 
of both the regularly assigned and temporarily assigned positions shall be 
in agreement with the temporary assignment. 

 
REQUEST FOR 
TEMPORARY 
ASSIGNMENT To request an employee be temporarily assigned to another position in 

the Cabinet, the office head in need of the temporary assignment shall 
submit a written request to the Division of Personnel Management for 
Appointing Authority approval and to the head of the employee’s 
regularly assigned position.  The request shall include: 

 
 Start date of the temporary assignment 

 
 Name of the person to whom the employee is to report 

 
 Brief justification for the temporary assignment 

 
Upon approval by the Appointing Authority, the Division of Personnel 
Management shall notify the employee in writing of the temporary 
assignment, with copies sent to the heads of all affected offices, as well 
as to the Division of Accounts for notification of potential travel 
reimbursement. 

 
The supervisor of the temporarily assigned employee shall approve the 
employee's time and attendance on the employee’s sign-in/-out sheet 
and submit the sheet to the payroll contact in the employee's 
permanently assigned organizational unit for reporting purposes. 
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EXTENSION OF 
TEMPORARY 
ASSIGNMENT When the head of the office to which the employee has been temporarily 

assigned foresees the need to extend the assignment beyond 60 days, 
the office head shall request, in writing, approval for the extension 
through the Division of Personnel Management to the Personnel Cabinet 
at least two weeks prior to the expiration date of the temporary 
assignment.  The request shall include the length of time of the 
extension, along with a brief justification for it.  If the assignment does 
not need to be extended, no further action is needed. 

 
TRAVEL 
REIMBURSEMENT Employees temporarily assigned to a workstation in a county different 

from their regularly assigned workstations may be eligible for mileage 
and subsistence per current travel regulations.  The Accounts Manual 
provides more details concerning travel reimbursement eligibility and 
procedures. 

 
LOCAL TAXES A temporary assignment may impact designations for local taxes.  

Supervisors shall contact their assigned human resource generalist in the 
Division of Personnel Management to determine if an updated TC 12-8 
form, Local Occupational Tax Withholding Information, will be required. 

 
PERFORMANCE 
EVALUATION IMPACT Temporary assignments can cause complicated impacts on performing 

employee performance evaluations. The normal and temporary 
supervisors must contact their office or district performance evaluation 
liaisons or the Office of Human Resource Management to ensure proper 
procedures are followed. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYMENT PROCEDURES 

Subject 
 

Temporary Labor Services 

REQUESTING USE OF 
TEMPORARY LABOR 
SERVICES  When  an  office  or  department  sees  the  need  to  utilize  employment 

agencies  to  find  qualified  individuals  for  temporary  assignments,  the 
Transportation  Cabinet  requires  the  following  procedure  to make  the 
request: 

 
1. The office or department head shall submit a written request for the 

temporary employment, along with  the  completed TC 30‐128  form, 
Request  for Temporary Employment  (Exhibit 9004),  to  the Office of 
Budget  and  Fiscal  Management  (OBFM).  The  form  requires  the 
following information: 

 

 Number of temporary positions needed 
 

 Description of each temporary position 
 

 Justification for each temporary position 
 

 Length of time for use of each temporary position  
 

 Name of employment agency recommended 
 

Note:  Requestors may locate current master agreements using the 
“Shopper”  feature  in  eMARS  or  may  contact  the  Division  of 
Purchases for assistance. 

 

 Cost for each temporary position 
 

Note: Selection of a vendor/employment agency should be based 
on  availability/coverage  area  and  the  overall  lowest  cost  to  the 
Cabinet. 
 
Note:   Each  job classification has a  low and high rate.   High‐rate 
areas correspond to Department of Highways Districts 5, 6, and 7. 
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REQUESTING USE OF 
TEMPORARY LABOR 
SERVICES (CONT.) 

2. OBFM  shall  review  the  request  and,  upon  approval,  forward  the 
decision to the requesting office or department. 

 

3. To process the approved request, the requesting office or department 
shall: 

 

a. Complete the delivery order document in eMARS, referencing the 
appropriate master agreement 

 

Note:  For assistance, refer to the Purchases Manual or contact the 
Division of Purchases. 

 

b. Attach the OBFM approval to the header of the delivery order 
 

c. Secure approval of the delivery order from the requesting office or 
department in eMARS work list DEPTUNITSMPURCHAS 

 

d. Submit the delivery order to the employment agency 
 

e. Coordinate  with  the  employment  agency  to  ascertain  the 
assignment and arrival time of the temporary employee 

 

f. Maintain  the  timesheet  for  employees  from  the  employment 
agency separately from the timesheet for Cabinet employees 

 

Note:    Before  making  payment  against  the  delivery  order,  the 
requesting  office  or  department  shall  carefully  review  invoices 
received  from  the  employment  agency  to  ensure  that  the  invoices 
accurately reflect the number of hours worked each week. 

 
 

 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Purchases.pdf
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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYMENT PROCEDURES 

Subject 

Outside Employment 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 11A.040(9) and 9 KAR 1:050 

PURPOSE An employee shall not accept outside employment, which includes self-
employment, with any person or organization that does business with or 
is regulated by the Transportation Cabinet if the employee is involved in 
decisions or recommendations concerning the outside employer.  A 
Cabinet employee who wishes to work jobs outside the Cabinet, which 
includes self-employment, shall comply with the provisions herein to 
ensure that the outside employment does not pose a real or perceived 
conflict of interest with state government positions.  The Guide to the 
Executive Branch Code of Ethics explains the ethics laws in KRS Chapter 
11A.  All Cabinet employees are responsible for knowing and complying 
with the ethics laws. 

REQUESTING 
APPROVAL To ensure compliance with KRS Chapter 11A, the Cabinet requires the 

completion of the following procedure: 

1. The employee shall complete in detail the Personnel Cabinet’s 
Outside Employment Employee Request and Agency Response Form 
(Exhibit 9005) and submit the form to his or her immediate 
supervisor, along with a copy of the employee’s current position 
description (PD) and personnel action notification (PAN).

2. The supervisor shall forward these documents through the 
appropriate chain of approval for review by the department or office 
head.

3. Upon approval, the department or office head shall forward the 
documents for review to the Employee Compliance Branch, who shall 
forward them to the Executive Director of the Office of Human 
Resource Management, or designee.

http://www.lrc.ky.gov/Statutes/chapter.aspx?id=37075
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REQUESTING APPROVAL 
(CONT.) 

4. The executive director, or designee, shall review the documents and
determine whether to approve, deny, or seek further review by the
Executive Branch Ethics Commission.

5. The executive director, or designee, shall notify the employee as to
the approval or denial of the request.

RECOURSE FOR 
DENIAL Upon denial, the employee may pursue the request further by requesting 

an opinion from the Executive Branch Ethics Commission.  The Cabinet 
will review and consider the opinion of the commission but reserves the 
right to deny a request for secondary employment with any agency 
conducting business with the Cabinet. 

USE OF LEAVE Approval of outside employment does not automatically grant 
permission to use personal leave to perform that work.  Supervisors have 
the delegated authority to approve or deny requests for leave to meet 
organizational needs.  If circumstances necessitate employees be 
required to work for the Cabinet, including nonscheduled work hours, 
employees shall report to their positions with the Cabinet as directed by 
their supervisor and conduct all agency-related work assignments from 
their assigned work location. 

USE OF STATE 
RESOURCES Employees shall not use state equipment or resources to perform outside 

employment activities. 

END OF OUTSIDE 
EMPLOYMENT The employee is responsible for notifying the Employee Compliance 

Branch within the Office of Human Resource Management when the 
outside employment ceases. 

QUARTERLY 
REPORTS On January 15, April 15, July 15, and October 15 of each year, the Office 

of Human Resource Management shall file with the Executive Branch 
Ethics Commission a list of all employees whom the Cabinet has 
approved for outside employment during the preceding quarter, along 
with the name of the outside employer of each employee. 


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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYMENT PROCEDURES 

Subject 

Telecommuting 

REGULATORY 
AUTHORITY 101 KAR 2:095, Section 6 

PURPOSE The purpose of this telecommuting policy is to define the Kentucky 
Transportation Cabinet (KYTC) telecommuting program and the rules 
under which it will operate.  The telecommuting policy permits KYTC to 
designate employees to work at alternate locations in order to promote 
efficiencies. This policy will assist managers and employees with 
understanding their rights and responsibilities.   

DEFINITIONS Telecommuting:  A work arrangement in which managers direct or permit 
employees to perform their usual job duties away from their central 
workstation, in accordance with work agreements.   

Three main categories of telecommuting exist as follows: 

 Regular, scheduled telecommuting may be approved. This level of
telecommuting requires a formal agreement between the employee,
manager and office/department head and Appointing Authority.

 Periodic, intermittent telecommuting arrangements may arise, for
example, where an employee is assigned a project with a short
timeframe or one that requires intense concentration that is best
completed outside of the office.  It may also apply to extending the
workday through remote access.  This level of telecommuting does not
require a formal agreement or checklist process.  It only requires a
verbal agreement between the employee and manager.

 Temporary or emergency telecommuting may be approved for
circumstances such as short-term illness, transportation emergency
due to weather, personal circumstances that may prohibit an
employee from reporting to work on that business day, a natural
disaster, or a state of emergency.

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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DEFINITIONS (CONT.) During this type of temporary telecommuting arrangement, a formal 
agreement may be required at the discretion of Office of Human 
Resource Management (OHRM) staff.  These arrangements are 
approved on an as-needed basis only, with no expectation of ongoing 
continuance. An agency may require employees to return to regular, 
in-office work at any time.   

 

 Any telecommuting agreement that may be in part due to an 
employee’s illness or disability shall be reported to OHRM, and the 
telecommuting agreement should not be implemented without 
OHRM’s input or approval. 

 
Primary Workstation: The telecommuter’s usual and customary 
workstation. 

 
Alternate Workstation:  A workstation other than the employee’s usual 
and customary workstation (primary workstation).  It may include the 
employee’s home.  An alternate workstation assignment shall not include 
a permanent assignment to a location outside of the Commonwealth of 
Kentucky. 

 
Telecommuting Agreement: The signed document that outlines the 
understanding between the agency and the employee regarding the 
telecommuting arrangement. 

 
EMPLOYEE ELIGIBILITY 
& SELECTION 101 KAR 2:095, Section 6 (3), states:   
 

Eligibility and selection for participation in a telecommuting program shall 
be the decision of the agency, with no implied or specific right to 
participation being granted to an employee.  

 
TELECOMMUTING 
CONDITIONS The employee’s duties, responsibilities, and conditions of employment 

remain the same as if the employee were working at their primary 
workstation. Employee salary, benefits, and employer-sponsored 
insurance coverage shall not change as a result of telecommuting.   

 
 While working at an alternate location, the telecommuter shall:  

 
 Be held responsible for the security and confidentiality of data, as well 

as the protection of state-provided equipment used or accessed during 
telecommuting 
 

 Maintain a clean, safe workstation 
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TELECOMMUTING 
CONDITIONS (CONT.) 

 Comply with federal, state, and agency laws, policies, and regulations  
 

 Remain subject to all agency disciplinary policies and procedures 
 

Note: An on-site or virtual visit by the employer for monitoring of safety 
issues may occur, with or without advance notice to the employee.   

 

REQUIRED ON-SITE 
ATTENDANCE All employees who partial telecommute shall be required to work from 

their primary workstation or assigned field location a minimum of three 
days per week.  Management at their discretion may require employees to 
work more than three days per week.  Management may also require 
employees to be present at their primary workstations on a specific 
designated day per week. 

 
WORK HOURS Work hours and location are specified as part of the telecommuting 

agreement.  The employee must be accessible to the public and the agency 
during the specified work hours.  The agency and the employee agree that, 
at the agency’s discretion, the employee may perform assigned work for 
the agency at a location other than the agency’s onsite office as a 
telecommuter.  If an employee’s equipment is not operational at any given 
time or is unable to be accessed during the specified telecommuting work 
hours, then the employee must use annual or compensatory leave time if 
unable to report to the primary work location (GAP-205 and GAP-400). 

 

WORK ASSIGNMENTS 
& EVALUATION On a routine basis, the employee will communicate with their manager 

(on-site, telephonically, or virtual) to receive assignments and to review 
completed work.    The employee will remain productive during scheduled 
work hours.  The employee will complete all assigned work according to 
procedures established by the manager, and according to guidelines and 
expectations stated in the employee’s performance plan.  The evaluation 
of the employee's job performance will be based on such established 
standards (GAP-600).   

 
The employee agrees to immediately notify his/her manager of any 
situation that interferes with his/her ability to perform his/her duties.  The 
manager shall institute methods, consistent with OHRM guidance, to 
measure each employee’s productivity and to ensure an employee’s 
continued productivity at his/her alternate workstation.  Examples may 
include productivity reports, routine meetings (on-site or virtual), routine 
telephone conferences, etc.  Performance must remain satisfactory to 
remain a telecommuter.   
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DRESS CODE & 
PROFESSIONAL IMAGE Employees must continue to adhere to the KYTC dress code policy while 

attending video conferences, when attending any off-site meetings, and 
when interacting with the public in the performance of one’s duties (GAP-
806). The employee’s telecommuting location should be free of 
distractions during duty hours. The workspace shall be clear of any 
inappropriate signage that would not be permitted in the workplace.   

 
PAY & ATTENDANCE The employee’s salary and benefits remain the same as if the employee 

were working at their primary workstation.  The employee will continue to 
comply with federal, state, and agency laws, regulations, policies, and 
procedures while working at the alternate workstation. If the employee 
works less than the employee’s normal workweek, the employee’s 
compensation must be adjusted accordingly. 

 
Note: If an employee’s alternate workstation is in a different work county, 
local taxes will be based on the percentage of time in that work county.   

 
LEAVE & OVERTIME Requests to work overtime and use sick, annual, or any other leave must 

be approved by the agency in the same manner as when working at the 
agency’s primary workstation (GAP-400). An employee shall not work 
overtime unless authorized in advance. The employee agrees that 
telecommuting is not to be viewed as a substitute for dependent care.  

 
OFFICE &  
TELECOMMUTING  
LOCATION The employee agrees to work at the primary workstation or the alternate 

workstation, and not from another unapproved site.  Failure to comply 
with this provision may result in termination of the agreement, and other 
appropriate disciplinary action.  Managers will set agreed upon 
parameters with employees to establish agreed upon expectations relative 
to the time the employee would need to spend in the primary workstation 
and to give adequate notice when these expectations are subject to 
change.  However, the employee may be required to report to the primary 
workstation without advanced notice, upon request by the manager or 
agency.  

 
WORKSPACE SAFETY The employee agrees to designate a separate workspace in the alternate 

workstation for the purposes of telecommuting and will maintain this area 
in a safe condition, free from hazards and other dangers to the employee 
and the agency’s equipment (GAP-701).   
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WORKSPACE SAFETY 
(CONT.) To ensure the safety of the workspace, the employee agrees to complete 

the TC 12-284 form, Telecommuting Safety Checklist (Exhibit 9010), which 
will certify the employee’s alternate workstation complies with health and 
safety requirements. The employee must submit this checklist to the 
manager before telecommuting can begin.  However, this requirement 
may be waived by OHRM in appropriate situations.  

 
The Telecommuting Safety Checklist should be placed in the employee’s 
KYTC personnel file.  The employee agrees that KYTC shall have access to 
the alternate workstation for the purposes of inspection of the site and 
retrieval of state-owned property. An employee understands that he or 
she will be liable for injuries or damages to the person or property of third 
parties or any members of the employee’s family in the alternate 
workstation if it is in the employee’s home.  The use of drugs and alcohol 
while performing work remotely is strictly prohibited. 

 
CONFIDENTIAL  
& SENSITIVE  
INFORMATION Telecommuters are expected to adhere to all the rules and regulations in 

the Commonwealth’s Employee Handbook, acceptable use policy, and all 
agency policies and procedures, regarding security and confidentiality for 
the use of technology, its data and information, and any other information 
handled in the course of work (GAP-807).  Employees are responsible for 
the security of their equipment.  The equipment and all services are for the 
employee only while they perform work.  It is not for friends, family, or 
personal use.   

 
EQUIPMENT &  
MAINTENANCE The agency may provide all or part of the equipment necessary for 

accomplishing work assignments. However, where agreements specify, 
employees may be authorized to use their own equipment.  The agency 
and the employee must agree upon the equipment to be used in 
telecommuting.   

 
 State-owned equipment may be used only for legitimate state 

purposes by authorized employees, and will be maintained, serviced, 
and repaired by the state. The employee agrees that the agency shall 
have access to the alternate workstation for business related purposes 
such as inspection of the space and retrieval of state-owned property. 
The employee must protect equipment provided by the agency against 
damage and unauthorized use (GAP-1100).   
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EQUIPMENT &  
MAINTENANCE (CONT.) 

 Employee-owned equipment may be authorized for use; however, 
agencies will not assume responsibility for the cost of repair, 
maintenance, or service. Employee-owned equipment will be 
maintained by the employee.   

 
OPERATING COSTS KYTC will not be responsible for operating costs, home maintenance, or 

any other incidental costs, such as utilities or internet services, associated 
with the use of the employee's residence.  

 
PROTECTING COMPUTER  
SYSTEMS & RECORDS The agency’s security controls and conditions for use of the state-owned 

equipment for the official work location apply to alternate workstations.  
All official agency records, files, and documents must be retained in 
accordance with applicable retention schedules and must be protected 
from unauthorized disclosure or damage and returned safely to the 
primary workstation (GAP-1000).  The employee agrees to abide by any 
rules promulgated by the agency concerning the use of computer 
equipment (which may include protecting the employee’s home PC against 
computer viruses), and understands that these rules may be changed at 
any time.  The employee agrees to follow agency procedures for network 
access and to take all necessary steps to protect the integrity of systems 
including, but not limited to, the following: protecting passwords, not 
duplicating agency-owned software, and not allowing agency files to be 
viewed by others (GAP-807).  

 
LIABILITY &  
HOME SAFETY The agency will not be liable for damages to the employee's property 

resulting from participation in the telecommuting program.  By signing the 
telecommuting agreement, the employee agrees to hold the state 
harmless against any and all claims, excluding workers' compensation 
claims.  The employee accepts responsibility for maintaining the security, 
condition, and confidentiality of agency equipment and materials 
(including but not limited to files, applications, manuals, forms) that are at 
the alternate workstation.  By signing the telecommuting agreement, the 
employee verifies that the alternate workstation, if it is the employee’s 
home, is free of safety and fire hazards.  

 
Note:  No employee engaged in telecommuting will be allowed to conduct 
face-to-face agency-related business at the alternate workstation, if it is 
the employee’s home.   
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WORKERS'  
COMPENSATION The alternate workstation is considered an extension of the employee’s 

primary workstation; therefore, workers’ compensation will continue to 
exist for the employee when performing official work duties in the 
alternate workstation during approved telecommuting hours.  Any work-
related injuries must be reported to the employee’s manager immediately 
(GAP-303).   

 
The employee understands that he or she remains liable for injuries or 
damage to the person or property of third parties or members of his or her 
family on the premises, and agrees to indemnify and hold the agency 
harmless from any and all claims for losses, costs, or expenses asserted 
against the agency by such third parties or members of the employee’s 
family. 

 
TRAINING  
REQUIREMENTS Managers must complete the following MyPURPOSE training course prior 

to participation in the telecommuting program:  How to Effectively Lead a 
Remote Team. 

 
Employees and managers must complete the following MyPURPOSE 
training course prior to participating in the telecommuting program: 
Working Effectively from Home. 

 
TELECOMMUTING 
REQUESTS To be considered for telecommuting, employees shall submit a TC 12-283 

form, Telecommuting Agreement (Exhibit 9011), and TC 12-284 form, 
Telecommuting Safety Checklist (Exhibit 9010), to their supervisors.  
Employees shall ensure their TC 12-8 form, Local Occupational Tax 
Withholding Information (Exhibit 9013), is accurate and up to date when 
there is any change to their work locations.  Additionally, employees shall 
submit a new TC 12-283 form and TC 12-8 form to their supervisors if the 
alternative address is ever changed. 

 
The office or department head shall forward completed forms to OHRM’s 
Appointing Authority designee for consideration.  A copy of the agreement 
shall be placed in the employees’ agency personnel file. 

 
Telecommuting agreements terminate at the end of each calendar year.  
In December, employees shall submit a completed TC 12-283 form, TC 12-
284 form, and TC 12-8 form (if required) for consideration of 
telecommuting privileges for the following year. 
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TERMINATION OF  
TELECOMMUTING At any time, the employee may submit a request to terminate the 

telecommuting agreement to his or her supervisor for consideration.  
Supervisors shall send an email to their assigned human resource 
generalist in OHRM regarding the termination of the telecommuting 
agreement. 

 
KYTC has the right to remove the employee from the telecommuting 
program if the employee’s participation fails to benefit organizational 
needs.  Supervisors shall submit a completed TC 12-287 form, Termination 
of Employee Telecommuting Agreement, (Exhibit 9099) to the Employee 
Compliance Branch and their assigned OHRM human resource generalist. 

 
In the event the employee ceases employment with the agency, or this 
telecommuting arrangement is discontinued for any reason, the employee 
agrees to return all agency equipment and supplies to the primary 
workstation prior to cessation of employment.  If the employee fails to do 
so, the employee will reimburse the agency for all unreturned property, or 
the agency may deduct the value of the unreturned property from the 
employee’s salary or final payment of annual and compensatory leave 
balances, if applicable. All work documents will be returned immediately 
to the agency.   

 
Note: The agency may terminate or modify the telecommuting 
arrangement at any time.  Termination of an employee’s participation may 
be immediate and does not require advance notice.   

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

COMPENSATION & BENEFITS 

Subject 
 

Overview 

 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 18A, 101 KAR 
 
COMPENSATION The Office of Human Resource Management (OHRM) provides technical 

assistance and guidance to ensure compliance with regulations, statutes, 
and Personnel Cabinet guidelines regarding compensation, including but 
not limited to: 

 
 New Appointment Salaries 
 Reentrance to Service 
 Salary Adjustments 

 Promotion 
 Demotion 
 Reclassification 
 Reallocation 
 Detail to Special Duty 
 Reversion 
 Pay Grade Changes 
 Special Entrance Rates 
 Return from Leave Without Pay 

 Annual Increments 
 Probationary Increases 
 Overtime Pay 
 Employee Suggestion (GAP-302) 
 Separation Pay 

 
The Personnel Cabinet’s Employee Handbook provides a summary of the 
compensation pay plan, which explains the basic elements involved in 
compensation and may be accessed online at: 

 
https://extranet.personnel.ky.gov/DHRA/EmployeeHandbook.pdf 

 
 

https://hr.personnel.ky.gov/Pages/EEHandbook.aspx
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COMPENSATION 
(CONT.) Employees seeking guidance concerning salary issues may contact their 

office’s assigned OHRM human resource generalist (HRG).  Managers 
seeking assistance with salary information for personnel actions may 
contact their assigned HRG.  Employees may access the HRG assignment 
listing online at: 

 
https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/PAContacts.aspx 

 
BENEFITS OHRM provides technical assistance and guidance to ensure compliance 

with regulations, statutes, and Personnel Cabinet guidelines regarding 
employee benefits, including but not limited to: 

 
 Adoption Assistance Program 
 Deferred Compensation 
 Family and Medical Leave (GAP-409) 
 Insurance 

 Flexible Benefits Programs 
 Health Insurance 
 Life Insurance 
 Dental and Vision Optional Insurance 

 Retirement 
 Sick Leave Sharing Program (GAP-403-2) 
 Workers’ Compensation (GAP-303-1 and GAP-303-2) 

 
The Personnel Cabinet’s Employee Handbook provides a summary of 
benefits available to employees and may be accessed online at: 

 
https://extranet.personnel.ky.gov/DHRA/EmployeeHandbook.pdf 

 
Employees seeking guidance concerning benefit issues may contact their 
assigned HRG. 

 
 

 
 
 

https://intranet.kytc.ky.gov/org/OHRM/pm/Pages/PAContacts.aspx
https://hr.personnel.ky.gov/Pages/EEHandbook.aspx
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

COMPENSATION & BENEFITS 

Subject 
 

Employee Suggestion System 

  

STATUTORY & 
REGULATORY 
AUTHORITY KRS 18A.110 and 101 KAR 2:120 
 
CASH AWARD The Kentucky Employee Suggestion System (KESS) recognizes and rewards 

classified employees for their ideas that result in improved state services 
or financial savings.  An employee who submits an approved suggestion is 
eligible for a monetary award of 10 percent of the first-year savings of the 
implemented suggestion, with a minimum of $100 and a maximum of 
$2,500.  An approved suggestion for which no savings can be determined 
or there is no actual savings is eligible for the minimum award of $100. 
 

SUGGESTION ELIGIBILITY A suggestion is eligible for consideration if it does one or more of the 
following: 

 

 Improves methods, equipment, or procedures 
 

 Reduces time or cost of a work operation  
 

 Creates a safer work environment  
 

 Increases revenue 
 

 Improves relationships with or services for the public 
 

A suggestion is not eligible for consideration if it: 
 

 Is already under consideration 
 

 Is made by a coordinator 
 

 Falls within the scope of duties of the employee, including tasks 
assigned to the employee or established in the employee’s position 
description or job specification upon suggestion submission  

 

 Corrects an error or condition that exists because an established 
procedure was not followed 

 

 Includes a proposal to perform routine maintenance operations or 
follow manufacturer’s recommendations 

 

https://apps.legislature.ky.gov/lrcsearch#tabs-3
https://apps.legislature.ky.gov/lrcsearch#tabs-3
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SUGGESTION ELIGIBILITY 
(CONT.) A suggestion is eligible only after legislative action or administrative 

regulation changes, if required, have been completed by the agency. 
 
SUGGESTION 
SUBMITTAL The employee submits the suggestion online through the Kentucky Human 

Resource Information System (KHRIS) at: 
 

https://khris.ky.gov/irj/portal 
 

The employee explains how a suggestion would: 
 

 Improve a state service or function 
 

 Benefit the state (particularly in terms of efficiency, effectiveness, 
safety, economy, public relations, or conservation of energy resource) 
 

 Be implemented 
 

If more than one employee makes significant contributions to the idea, the 
suggestion may be submitted jointly by adding the names of all 
contributors to the submission. Any monetary award shall be divided 
equally. 

 
CABINET 
COORDINATOR The Cabinet’s KESS coordinator within the Division of Professional 

Development and Organizational Management is responsible for 
processing suggestions made by employees. The coordinator initially 
reviews suggestions to ensure they meet 101 KAR 2:120 eligibility 
requirements and routes eligible suggestions to appropriate subject 
matter experts (SMEs) for evaluation. 

 
SUGGESTION  
PROCESSING After an eligible suggestion is assigned to a SME in KHRIS, the SME 

determines whether the suggestion would be beneficial and feasible to 
implement and approves or denies the suggestion. The coordinator 
notifies the employee of the disposition of the suggestion (approval or 
denial).   

 
If the suggestion is approved and implemented, the SME or appropriate 
agency representative reports the one-year total cash savings (minus 
implementation costs) to the coordinator. If the amount of one-year cash 
savings is unknown at the time of implementation, the amount can be 
reported to the coordinator within one year and one month of the 
implementation date. 

 

https://personnel.ky.gov/pages/rewards.aspx
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SUGGESTION  
PROCESSING (CONT.) Once the one-year cash savings amount is reported to the coordinator, the 

coordinator sends the approved and implemented suggestion to the Office 
of Budget and Fiscal Management (OBFM) Executive Director, or designee, 
who determines whether the suggested compensation amount is available 
and authorizes or denies payment. 

 
If the OBFM Executive Director or designee approves compensation for the 
suggestion, the coordinator sends the suggestion to the Cabinet 
Appointing Authority designee for final approval or denial. 
 

 If the Cabinet Appointing Authority designee gives final approval for 
compensation payment, the coordinator sends the compensation request 
to the Personnel Cabinet, and the Personnel Cabinet disburses the 
compensation.  
 
Compensation shall be in accordance with KRS 18A.202. Payment is made 
as a one-time lump sum payment to the employee’s payroll check. 
 
Upon the employee’s receipt of compensation, the suggestion shall 
become the property of the state, and no further compensation shall be 
awarded the employee, regardless of the expanse of use of the suggestion. 
 
Note: A suggestion that is approved but is not implemented is not eligible 
for compensation. 
 
If the suggestion is denied, the coordinator informs the employee of the 
reasons for the denial. 
 

RECONSIDERATION OF 
DENIED SUGGESTIONS Upon receipt of a denial notification, the employee may request 

reconsideration of the suggestion by utilizing the “Objection” button 
within KESS to send the original suggestion, along with any additional 
support for his or her idea, back to the coordinator. The coordinator 
ensures the suggestion receives reconsideration and notifies the employee 
of the results of the reconsideration.  

 
ADDITIONAL 
INFORMATION 101 KAR 2:120 provides additional details on KESS, including submission 

process, eligibility, and reconsideration: 
  

https://apps.legislature.ky.gov/law/kar/titles/101/002/120/ 
 

 

https://apps.legislature.ky.gov/lrcsearch#tabs-3
https://apps.legislature.ky.gov/law/kar/titles/101/002/120/
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

WORKERS’ COMPENSATION 

Subject 
 

Responsibilities & Procedures 

 
STATUTORY 
AUTHORITY KRS 342 
 
WORKERS’ 
COMPENSATION 
PROGRAM The Workers’ Compensation Law (KRS 342) is designed to compensate 

employees for loss of earnings due to work-related injuries or a disease 
arising out of and in the course of their employment.  This coverage 
includes medical, temporary total disability, permanent partial disability, 
permanent total disability, rehabilitation services, and death and burial 
benefits.  The Transportation Cabinet is self-insured and processes claims 
along with a third-party administrator (TPA). 

 
The Cabinet encourages statewide efforts to provide a safe work 
environment and to lower the costs of workers’ compensation claims.  The 
Cabinet continues to stress a team approach in resolving the workers’ 
compensation issues with the Cabinet offices and departments and the 
TPA. 

 
EMPLOYEE 
RESPONSIBILITIES The employee reports the injury to his or her supervisor and enters the 

incident report into the Boosting Occupational Outcomes in 
Transportation Safety (BOOTS) system. Supervisors may assist employees 
with this process.  Employees and supervisors may access the BOOTS 
system here: 

 
https:/bit.ly/kytc-boots 

 
For guidance on how to use the BOOTS system or complete workers’ 
compensation forms, employees and supervisors should contact their 
office workers’ compensation liaison or the Secretary’s Office of Safety. 

 
Note:  The BOOTS system generates all required forms necessary for 
workers’ compensation processes.  If paper copies are necessary, 
supervisors and employees should contact their OWCL. 

http://www.lrc.ky.gov/Statutes/chapter.aspx?id=38914
https:/bit.ly/kytc-boots
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SUPERVISOR 
RESPONSIBILITIES Upon meeting with the injured employee, the supervisor provides the 

employee access to BOOTS to complete the following sections in a timely 
manner: 

 
 General Incident Details 
 Injured Employee Details 
 Injury Details 

 
The supervisor then advises the employee to notify his or her healthcare 
provider upon receipt of medical attention that the condition is a work-
related injury.  The supervisor also provides the employee with the 
appropriate billing address and other information to be given to the 
healthcare provider to ensure any related medical bills are submitted 
timely to the TPA for payment of claims. 

 
All files and signed documents will be contained in the BOOTS system, 
including the IA-1 form, Workers’ Compensation—First Report of Injury or 
Illness (Exhibit 9007) and Form 106, Medical Waiver and Consent (Exhibit 
9008). 

 
Note:  Supervisors should review GAP-409, “Family & Medical Leave Act 
(FMLA),” as many work-related injuries also involve family and medical 
leave procedures.  Supervisors should immediately contact the Office of 
Human Resource Management if they have any questions with respect 
to designating FML. 

 
If the injury results in lost or restricted workdays, the supervisor shall 
notify the office workers’ compensation liaison (OWCL) immediately, and 
together they should meet with the injured employee to: 

 
1. Discuss the employee’s rights and responsibilities, including the 

options of using accumulated leave (sick, annual, and compensatory); 
family and medical leave; or authorized leave without pay provided the 
absence is medically certified 

 
2. Explain the need to provide medical certification for all absences 

related to workers’ compensation injury and release to return to work 
 

3. Review Attachment E—Accumulated Leave for Workers’ Compensation 
form (Exhibit 9009) and secure the employee’s signature on the 
attachment 
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SUPERVISOR 
RESPONSIBILITIES (CONT.) 

4. Inform the employee to immediately submit to the OWCL any medical 
bill that he or she may receive 

 
Note: Rarely is a medical bill sent directly to the employee who 
receives workers’ compensation. 

 
OWCL 
RESPONSIBILITIES Upon receipt of the documents from the supervisor and the employee, the 

office workers’ compensation liaison (OWCL): 
 

1. Reviews the employee incident in BOOTS to enter OSHA data and any 
other missing required information 

 
2. Requests any signatures needed; attaches any notes, forms, and 

documents that relate to the incident; and, when completed, sends the 
following required documents to TPA for the claim to be reviewed: 

 
a) Form 106 Medical Waiver and Consent 
b) Form 113 Designation of Physician 
c) Attachment E 
d) Priority RX Authorization 

 
CWCC 
RESPONSIBILITIES The Cabinet workers’ compensation coordinator: 
 

 Maintains workers’ compensation files 
 Monitors program activities and provides executive management with 

periodic updates of claims activity 
 
TPA 
RESPONSIBILITIES The third-party administrator: 
 

 Processes payments of total temporary disability (TTD) checks and 
payments of medical bills 

 
 Mails TTD checks to Kentucky Transportation Cabinet, Division of 

Personnel Management, OHRM workers’ compensation administrator 
 

 Collaborates with the CWCC to coordinate the employee’s return to 
work 

 
Note:  If the employee’s return to work involves work restrictions, the 
OWCL is to contact the Employee Compliance Branch in OHRM to 
determine eligibility for accommodation. GAP 303-2 details the 
Return-to Work Program. 
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OHRM WORKERS’ 
COMPENSATION 
ADMINISTRATOR 
RESPONSIBILITIES The OHRM workers’ compensation administrator: 
 

 Obtains employee labor data 
 

 Calculates time reinstatement if accumulated leave time was used for 
the days covered by the TTD check 

 
Note:  Accumulated leave may be utilized to maintain the employee’s 
regular full salary. If accumulated leave is used to maintain a regular 
full salary, workers’ compensation pay benefits shall be assigned to the 
state for the period of time the employee received paid leave.  The 
employee’s leave shall be immediately reinstated to the extent that 
workers’ compensation benefits are assigned. 

 
 Mails the TTD check and instructions to the employee with copy to the 

OWCL as follows: 
 

1. If the employee is on leave without pay for the entire period of TTD 
check, the employee retains the full amount of the TTD check for 
personal use. 

 
2. If the employee uses accumulated leave for the entire period of the 

TTD check, the employee endorses the check and returns it to the 
OHRM workers’ compensation administrator. 

 
3. If the employee uses a combination of leave without pay and 

accumulated leave, the employee submits to the OHRM workers’ 
compensation administrator a money order or cashier’s check for 
the designated amount for reinstatement of leave time and retains 
the entire TTD check for personal use. 

 
4. The OHRM workers’ compensation administrator reinstates leave 

time to the employee’s payroll file and notifies the time and 
attendance administrator (TAA) of the reinstated leave balances. 

 
5. The OHRM workers’ compensation administrator processes 

manual payroll transactions to refund social security, Medicare, 
local tax, and retirement contributions to the employee, adjusts 
the employee’s tax files to reflect these refunds, and reduces the 
federal and state taxable amounts to reflect workers’ 
compensation payments for W-2 purposes. 
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OHRM WORKERS’ 
COMPENSATION 
ADMINISTRATOR 
RESPONSIBILITIES (CONT.) 

6. Once the employee has exhausted all accumulated leave, the 
OHRM workers’ compensation administrator notifies the TPA to 
mail all TTD checks directly to the employee’s home address. 

 
7. The OHRM workers’ compensation administrator notifies the TAA 

of the need for leave-code changes and processes the payment of 
accumulated leave to the employee. 

 
8. The OHRM workers’ compensation administrator ensures that an 

employee receives no more pay than his or her normal salary for 
that period. If the employee fails to return the endorsed check or 
appropriate amount, the Cabinet shall take the steps necessary to 
recover the overpayment. 

 
TIME & ATTENDANCE 
ADMINISTRATOR (TAA) 
RESPONSIBILITIES Through communication with the OWCL, the time and attendance 

administrator (TAA) ensures appropriate designation of leave and 
processes the necessary leave-code change forms, converting any leave 
without pay to the appropriate type of accumulated leave (sick, annual, 
compensatory) with pay retroactively ensuring that all paid leave is used 
consecutively. 

 
On the day the employee is injured, the TAA may code the employee’s 
absence as “WINJ.”  “WINJ” is an attendance code and, if used, will cause 
an employee to be paid for hours of work missed due to the injury.  The 
TAA should only use the “WINJ” code on the day of the employee’s injury. 

 
RECORDS 
RETENTION All workers’ compensation records shall be retained in the Cabinet for 5 

years. 
 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

WORKERS’ COMPENSATION 

Subject 
 

Temporary Modified Duty Plan / 
Return to Work 

 
PURPOSE The Transportation Cabinet recognizes the benefits of a temporary 

modified duty plan (TMDP) to assist an employee’s recovery process, 
minimize the loss of productivity, and maintain employee relations and 
morale.  The Cabinet offers a TMDP as an opportunity for eligible 
employees to continue or return to work when a medical condition 
temporarily restricts the performance of one or more of the essential 
functions of their jobs. 

 
DESCRIPTION OF 
TMDP In concert with the employee’s supervisor, the Employee Compliance 

Branch (ECB) in the Office of Human Resource Management (OHRM) 
determines the employee’s TMDP eligibility on the basis of the following 
criteria: 

 
 Job duties, per the Position Description Worksheet (Exhibit 9012) 

 
 Medical restrictions, per medical certification 

 
 Agency needs 

 
TMDP may be implemented for up to 6 weeks. 

 
IMPLEMENTATION OF 
TMDP The procedure for implementing a TMDP is as follows: 
 

1. The employee shall provide a medical certification signed by a 
physician outlining restrictions to his or her immediate supervisor or 
director or directly to ECB. 

 
2. Upon receipt, the employee’s supervisor shall submit the medical 

certification to ECB for review. 
 

3. ECB shall contact the employee’s supervisor and discuss job tasks, 
agency needs, restrictions, medical certification, and employee 
eligibility for the TMDP. 
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IMPLEMENTATION OF 
TMDP (CONT.) 

4. Upon approval by ECB, the employee’s supervisor shall meet with the 
eligible employee to document the TMDP. 

 
5. ECB shall maintain the TMDP, including the medical certification, in 

the agency medical file and submit copies of the TMDP to the 
following: 

 
a. Employee 
b. Employee’s Supervisor (to maintain in employee’s file) 
c. Director or Chief District Engineer 

 
6. The eligible employee is responsible for submitting to his or her 

supervisor all medical statements for treatment during the time he or 
she is participating in the TMDP. 

 
7. The employee’s supervisor shall contact ECB prior to making any 

changes in the TMDP. 
 
CESSATION OF 
TMDP When an employee provides a medical statement that releases him or 

her to return to work and resume all essential functions of the job 
without restrictions on or before the end of the 6-week modified-duties 
period, the employee’s supervisor shall contact ECB prior to the 
employee’s release from the TMDP.  The supervisor shall meet with the 
employee to discuss the release and then assign pre-TMDP duties to the 
employee.  Both the supervisor and OHRM shall maintain documentation 
detailing the TMDP, including the release date. 

 
If an employee’s restrictions need to extend beyond the 6-week TMDP, 
the employee’s supervisor shall contact ECB immediately. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

COMPENSATION & BENEFITS 

Subject 
 

Americans with Disabilities Act (ADA) 

 
STATUTORY 
AUTHORITY Americans with Disabilities Act (ADA) of 1990 and its amendments 
 
PURPOSE In accordance with the ADA and its amendments, the Transportation 

Cabinet is committed to promoting an environment in which all 
employees can perform at their highest levels of productivity.  This 
commitment includes ensuring that those with disabilities are not 
discriminated against in any phase of hiring or employment.  The Cabinet 
fulfills this commitment by affording a reasonable accommodation that 
would enable an employee or applicant with a disability to participate 
fully in all employment processes and to perform all of the essential 
functions of his or her job. 

 
ADA 
DETERMINATION Under the ADA, a person has a disability if he or she has a physical or 

mental impairment that substantially limits one or more major life 
activities, has a record of such impairment, or is regarded as having such 
impairment. 

 
To qualify for protection under the ADA, a person with a disability shall 
be able to perform the essential functions of his or her job with or 
without a reasonable accommodation. 

 
Questions regarding ADA determination should be directed for review to 
the Employee Compliance Branch (ECB) in the Office of Human Resource 
Management (OHRM). 

 
REQUESTING 
ACCOMMODATION For Cabinet employees, a request for a reasonable accommodation may 

be made by either (1) an employee who believes that he or she has a 
disability affecting the performance of his or her job duties or (2) a 
supervisor who has become aware that an employee appears to be 
disabled and may benefit from a reasonable accommodation. 
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REQUESTING 
ACCOMMODATION 
(CONT.) An employee seeking a reasonable accommodation shall complete the TC 

12-201 form, Request for Reasonable Accommodation (Exhibit 9014), and 
submit it to his or her supervisor or directly to ECB.  If necessary, 
management may assist the employee in completing the form. 

 
Management shall consult with ECB to determine whether it is necessary 
for the employee to submit a medical certification regarding his or her 
request for accommodation.  If a medical certification is required, the 
employee shall obtain and submit it to management or ECB.  Upon 
receipt of the certification, management shall forward it, along with the 
Request for Reasonable Accommodation, to ECB. 

 
Once notified, ECB may schedule a meeting with the employee and 
management to determine whether the employee can perform the 
essential functions of his or her job in accordance with the employee’s 
position description, with or without reasonable accommodation.  All 
parties are expected to actively participate in this interactive process. 

 
The Appointing Authority designee, in consultation with ECB, shall 
determine whether the disability qualifies under the provisions of the 
ADA, and if so, shall identify possible accommodations.  The Appointing 
Authority designee shall notify the employee and management in writing 
of approval or denial of the accommodation request. 

 
ECB shall be responsible for tracking all requests for accommodation and 
maintaining a separate file pertaining to an employee’s request for 
accommodation. 

 
Employees with temporary restrictions needing modified duty plans do 
not typically fall under the ADA.  GAP-303-2 details temporary modified 
duty. 

 
REFUSING 
ACCOMMODATION An employee who refuses an accommodation provided by the employer 

shall be required to state reasons for the refusal in writing to 
management and ECB.  If the employee declines to prepare a written 
statement of refusal, management shall document the refusal and submit 
the documentation to ECB. 
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REFUSING 
ACCOMMODATION 
(CONT.) Subject to time limitations imposed by statute and regulation, an 

employee may file a grievance, a complaint with the Equal Employment 
Opportunity Commission (EEOC) or the Kentucky Commission on Human 
Rights (KCHR), and/or an appeal with the Personnel Board if the 
employee is dissatisfied with the accommodation process. 

 
FOLLOW-UP ECB may periodically follow up with any employee and management who 

have engaged in the accommodation process.  The ADA process is 
ongoing and intended to meet the needs of any qualifying employee. 

 
If the employee’s disability makes it impossible to follow this procedure, 
ECB may work with the employee and management to develop an 
alternative procedure tailored to the employee’s needs. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Leave Request & Reporting 

MANAGEMENT 
RESPONSIBILITIES  Each area of the Cabinet shall have in place a written Leave Request and 

Reporting Procedure.  An office or department may choose to create one 
procedure  for all of  the organizational units under  its purview, or each 
organizational  unit  of  an  office  or  department  may  develop  its  own 
procedure.   This decision  lies with the office or department head.   Each 
Leave  Request  and  Reporting  Procedure  shall  address  requesting  and 
reporting both unplanned and planned leave. 

 

To ensure compliance with regulatory authority, supervisors shall: 
 

 Notify  their  employees  of  the  office  Leave  Request  and  Reporting 
Procedure  and  have  each  employee  sign  and  date  a  copy  of  the 
procedure 

 

 Maintain  a  record  of  the  employees’  signed  copies  of  the  Leave 
Request and Reporting Procedure in the supervisory file 

 

 Record absences as “unauthorized leave without pay” upon failure of 
employees to abide by the procedure 

 

 Contact  the  Employee  Compliance  Branch  in  the  Office  of  Human 
Resource  Management  (OHRM)  when  an  employee  violates  the 
procedure to discuss further courses of disciplinary action 

 

 Secure signature approval from their supervisors for their own  leave 
requested and time reported 

 
UNPLANNED LEAVE  To report unplanned, unexpected, or urgent leave (tardiness; emergency 

sick,  annual,  or  compensatory  leave;  adverse‐weather  leave;  etc.),  the 
employee shall abide by the call‐in procedure his or her supervisor has in 
place.  The call‐in procedure shall designate the: 

 

 Acceptable time by which the employee is to report this kind of leave 
(OHRM  recommends  that  employees  call  in  by  the  start  of  their 
scheduled work time. For example, if the employee’s scheduled work 
time begins at 7:30 a.m., he or she shall call in no later than 7:30 a.m.) 



LEAVE REGULATIONS 

Leave Request & Reporting  GAP‐401 

07/15 Page 2 of 2 

UNPLANNED LEAVE 
(CONT.) 

 Acceptable method by which  the employee  is  to  report  this kind of
leave  (methods  include  use  of  telephone  [actually  speaking  to
someone], email, voice mail, or other method of communication the
supervisor deems appropriate)

 Staff member  (preferably management)  whom  the  employee  shall
contact when reporting an absence   (the procedure may require the
employee  to  continue  calling  until  he  or  she  speaks  directly  to  the
designated staff member, or the procedure may permit the employee
to leave a voice mail)

PLANNED LEAVE  To request planned or expected  leave, the employee may complete and 
submit  the TC 12‐1  form, Application  for  Leave  (Exhibit 9015), within a 
reasonable  time and  receive approval  for  the  leave  in advance.    In  the 
alternative,  a  supervisor  has  the  discretion  to  permit  an  employee  to 
make a verbal request or an email request for planned or expected leave 
and  document  the  approval  in  an  email message  or  in  the  comments 
section  on  either  the  KHRIS  timesheet  or  TC  12‐261  form,  Daily 
Attendance and Project Report (Exhibit 9002).    

OHRM recommends that the advance notice be commensurate with the 
length of leave requested. For example, if an employee would like to take 
2 days of leave, the employee would request the leave at least 2 days in 
advance. 

REPORTING 
LEAVE  As  further  detailed  in  GAP‐206,  “Time  Reporting,”  district  office 

supervisors shall ensure that all information reported by their employees 
on  the  TC  12‐261  form  is  accurate  and  that  all Applications  for  Leave, 
Applications  for  Compensatory  Time/Overtime,  and  emails  of  approval 
are accurate.  Central Office supervisors shall ensure the accuracy of their 
employees’  time  reporting  and  the  information  reported  on  their 
employees’ KHRIS timesheet. 

VIOLATION 
OF POLICY  Unauthorized  absences,  unreported  absences,  falsification  of  time 

records, and violations of any provision of the office Leave Request and 
Reporting Procedure may result in denial of the use of paid leave and/or 
in disciplinary action, up to and including dismissal. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

ANNUAL LEAVE 

Subject 
 

Regulations 

 
REGULATORY 
AUTHORITY 101 KAR 2:095; 101 KAR 2:102; 101 KAR 2:180, Section 6; and 101 KAR 

3:015 
 

ACCUMULATING 
ANNUAL LEAVE Each full-time employee having worked, or been on paid leave for more 

than 100 regular hours in a calendar month, other than educational with 
pay, shall accumulate annual leave at the following rate: 

 

 Months of Service Annual Leave Accumulated 
 

 0-59 months 1 day/month; 12 days/year 
 60-119 months 1¼ days/month; 15 days/year 
 120-179 months 1½ days/month; 18 days/year 
 180-239 months 1¾ days/month; 21 days/year 
 240 and over 2 days/month; 24 days/year 
 

In computing service months for the purpose of earning annual leave, only 
the months for which an employee earned annual leave shall be counted.  
Part-time and interim employees are not eligible to accrue annual leave. 

 

CARRYING LEAVE 
FORWARD Annual leave may be accumulated and carried forward from one calendar 

year to the next, not to exceed the following maximum amounts: 
 

 Months of Service Maximum Amount 
 

 0-59 months 30 workdays 
 60-119 months 37 workdays 
 120-179 months 45 workdays 
 180-239 months 52 workdays 
 240 months and over 60 workdays 
 

Accumulated annual leave in excess of the above maximum amounts shall 
be converted to sick leave at the end of the calendar year or upon 
retirement.  The amount of annual leave that can be carried forward and 
that can be converted to sick leave shall be determined by computing the 
months of service for which an employee earned annual leave. 

  

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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EARNING LEAVE A full-time employee shall have worked or been on paid leave for 100 
regular hours or more per calendar month to earn annual leave.  An 
employee shall be credited with leave upon the first day of the month 
following the month in which the employee earned the leave. 

 

An employee on educational leave, as well as a part-time or interim 
employee, shall not accrue annual leave. 

 

An employee receiving an “Outstanding” rating on the year-end 
performance evaluation will be credited with 2 days annual leave on the 
following April 16.  An employee receiving a “Highly Effective” rating will 
be credited with 1 day annual leave on the following April 16. 

 

An employee who has retired from a position covered by a state 
retirement system, is receiving retirement benefits, and returns to state 
service shall not receive credit for months of service prior to retirement.  
All other former employees who have been rehired shall receive credit for 
prior service, unless the employees were dismissed as a result of 
misconduct or a violation of KRS 18A.140, 18A.145, or 18A.095. 

 

REQUESTING 
LEAVE Every employee shall follow the established leave request and reporting 

procedures (GAP-401) for annual leave for his or her office or department.  
An employee shall be granted the use of annual leave during the calendar 
year (up to at least the amount of time earned that year) if all of the 
following circumstances exist: 

 

 The employee has accumulated annual leave sufficient to meet the 
requested leave amount. 

 

 Operating requirements of the Cabinet permit. 
 

 The employee makes a timely request to his or her supervisor. 
 

Note:  An employee who requests leave and has a balance of at least 100 
hours compensatory time and whose annual leave balance has not accrued 
above the maximum amount that can be carried forward may be required 
to use compensatory leave in lieu of annual leave. 

 

Supervisors have designated authority to approve or deny annual leave 
requests on the basis of the employee’s compliance with the leave request 
and reporting procedures established by the office or department or in 
accordance with Cabinet operational needs at the time of the annual leave.  
Supervisors may rescind approval for annual leave previously granted if 
circumstances since the approval have changed. 

 

An employee may request annual leave for absence due to sickness, injury, 
or disability if all other leave for that purpose has been exhausted. 

 

Absence for annual leave shall be charged in ¼-hour increments. 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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PAYMENT FOR 
LEAVE Upon proper resignation or retirement, an employee shall be paid in a 

lump sum for his or her accumulated annual leave not to exceed the 
maximum amounts allowed for accumulation.  An employee may request 
in writing that his or her accumulated annual leave not be paid upon 
resignation (and that all or part of the accumulated annual leave that does 
not exceed the maximum allowable amount be waived) if he or she resigns 
or is laid off because of an approved plan of privatization of the services 
he or she performed and if the successor employer has agreed to credit 
the employee with an equal amount of annual leave. 

 
In the case of layoff, an employee shall be paid in a lump sum for all 
accumulated annual leave. 

 
Upon the death of an employee, the employee’s estate shall be entitled to 
payment for all accumulated annual leave. 

 
Payment for accumulated annual leave is at the discretion of the 
Appointing Authority for an employee who has failed to give proper notice 
of resignation or retirement. 

 
An employee who has been dismissed for cause shall not receive payment 
of his or her accumulated annual leave. 
 
The Appointing Authority, or designee, may withhold annual leave when 
an individual submits notice of resignation or retirement after receiving an 
intent to dismiss letter. 

 
RETAINING LEAVE An employee in the unclassified service who reverts to the classified 

service or an employee who resigns one day and is employed the next day 
with no break in service shall retain his or her accumulated leave. 

 
An employee who is transferred or otherwise changed from one state 
agency to another shall retain his or her accumulated annual leave in the 
receiving state agency. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

ANNUAL LEAVE 

Subject 
 

Annual Leave Sharing Program 

STATUTORY & 
REGULATORY 
AUTHORITY  KRS 18A.030(2)(b); KRS 18A.110(1)(h), (2); 18A.203; 101 KAR 2:106 
 
DISCRETIONARY 
AUTHORITY  The  Cabinet’s  Appointing  Authority  has  discretionary  authority  to 

approve an annual leave sharing request and the amount of leave time to 
use, up to 200 hours. 

 
PURPOSE OF 
PROGRAM  The Annual Leave Sharing Program allows employees of one state agency 

to  donate  annual  leave  to,  or  receive  donated  annual  leave  from, 
employees of their own agency or of another state agency, including the 
Legislative  Research  Commission.    However,  employees  of  a  board  of 
education or of a city or county government are not eligible to participate 
in the state’s Annual Leave Sharing Program. 

 

Employees who  receive  annual  leave  sharing  donations  shall  retain  all 
rights and privileges of state employees. 

 
RECIPIENT ELIGIBILITY  To be eligible to receive annual‐leave donations, an employee shall meet 

all of the following requirements: 
 

 Be permanent full‐time or part‐time 
 Have suffered a catastrophic  loss of personal property due to either 

natural disaster or fire 
 Have a need for leave for at least 10 consecutive workdays 
 Have exhausted all accumulated annual and compensatory leave 
 Comply with administrative  regulations governing  the use of annual 

leave 
 

Note: Employees are not eligible to participate in this program if they are 
on  leave  by  personnel  action  (that  is,  resigned,  retired,  or  placed  in 
unpaid leave status). 
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REQUESTING 
ANNUAL LEAVE 
DONATION  The procedure for requesting receipt of annual leave is as follows: 
 

1. The  employee  shall  complete  the Annual  Leave  Sharing Application 
(Exhibit  9016)  and  submit  it  to  his  or  her  immediate  supervisor.  
Donated  annual  leave  shall  not  be  utilized  retroactively  except  to 
cover the time between the date the employee made the request and 
the date the Appointing  Authority approved the request. 

 

2. Immediately  upon  receipt  of  the  application,  the  employee’s 
supervisor  shall  sign  and  submit  it  to  the  Division  of  Personnel 
Management  (DPM)  within  the  Office  of  Human  Resource 
Management for processing. 

 

3. DPM  shall  review  the  application  to  determine  employee  eligibility 
and submit the application to the Appointing Authority for review and 
approval if the employee is eligible. 

 

4. If the employee is not eligible, DPM shall return the application to the 
employee  with  a  letter  of  explanation  and  copy  the  employee’s 
supervisor. 

 

5. When the employee returns to work, his or her supervisor shall notify 
the DPM. 

 

6. DPM shall return any unused portion of the donated annual  leave to 
the donor’s annual‐leave balance.  In the case of multiple donors, the 
branch shall transfer the annual leave in reverse order of donation.  If 
the donor has left state employment, the returned hours shall be paid 
to the donor as annual leave termination pay. 

 

7. An  annual  leave  recipient  may  retain  donated  annual  leave  upon 
return to work only  if he or she needs  it for the original catastrophic 
event.    To  retain  the donation,  the  recipient  shall  submit  a written 
request  to  the  Appointing  Authority  through  DPM  for  review  and 
approval. 

 

Note:    The Annual  Leave  Sharing Program  requires  the  recipient  to 
use all annual and compensatory leave that he or she accrues before 
using donated leave. 

 

 
 
 
 
 
 



ANNUAL LEAVE 

Annual Leave Sharing Program  GAP‐402‐2 
 

 

08/15    Page 3 of 4 

DONOR 
ELIGIBILITY  To  be  eligible  to  donate  annual  leave,  employees  shall meet  all  of  the 

following requirements: 
 

 Be in active payroll status 
 Have an annual leave balance of at least 75 hours after donation 
 Donate not less than 7.5 hours (for employees regularly scheduled to 

work 37.5 hours per week), or not less than 8.0 hours (for employees 
regularly scheduled to work 40 hours per week.) 

 
DONATING 
ANNUAL LEAVE  The procedure for donating annual leave is as follows: 
 

1. The  employee  shall  complete  the  Annual  Leave  Sharing  Donation 
Form (Exhibit 9017) and submit it to DPM. 

 

2. DPM  shall  review  the  form  to  determine  employee  eligibility  and 
submit the form to the Appointing Authority for review and approval 
if the employee is eligible. 

 

3. If the donor is not eligible, or if the intended recipient is not eligible, 
DPM shall return the form to the donor with an explanation. 

 

4. Upon approval by the Appointing Authority, DPM shall reduce annual 
leave from the donor’s annual‐leave balance, add it to the recipient’s 
annual‐leave balance, and notify both donor and recipient and  their 
timekeepers. 

 

Note:  If the recipient of the donated  leave  is employed by a cabinet 
other than the Transportation Cabinet, DPM shall  forward a copy of 
the donation form to the recipient’s cabinet, indicating the amount of 
annual leave reduced from the donor’s annual‐leave balance. 

 

5. If multiple donors donate annual  leave, DPM shall transfer the  leave 
in  chronological  order  of  receipt  of  the  donation  forms,  up  to  the 
maximum amount that has been certified as needed by the recipient. 

 

6. If the donor resigns, retires, or  is terminated from state government 
before  the  Application  for  Annual  Leave  Sharing  is  submitted,  the 
annual leave shall not be available for use by the recipient. 
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GENERAL 
PROVISIONS  Employees  shall  not  use  state  time  and  resources—email,  Intranet, 

telephones,  and  other  electronic  means—to  solicit  annual‐leave 
donations. 

 

Employees shall not  threaten,  intimidate, or coerce other employees  to 
donate annual leave. 

 

The  Cabinet  will  not  authorize  the  use  of  the  Annual  Leave  Sharing 
Program as a mere convenience for or preference by employees. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

SICK LEAVE 

Subject 
 

Regulations 

 
REGULATORY 
AUTHORITY 101 KAR 2:102, Sections 2 and 3; 101 KAR 3:015, Sections 2 and 3 
 

ACCRUING 
SICK LEAVE An employee in state service, except a part-time employee, shall 

accumulate sick leave with pay at the rate of 1 working day per month of 
service.  A full-time or interim employee shall have worked or been on 
paid leave, except educational leave, for 100 or more regular hours in a 
month to earn sick leave.  An employee shall be credited with sick leave 
on the first day of the month following the month in which the employee 
earns the sick leave. 

 

Sick leave may be accumulated with no maximum.  Sick leave shall not 
accrue for an employee on educational leave with pay. 

 

CREDITING ADDITIONAL 
SICK LEAVE A full-time employee completing 120 months of total service with the 

state shall be credited with 10 additional days of sick leave upon the first 
day of the month following completion of 120 months of service. 

 

A full-time employee completing 240 months of total service with the 
state shall be credited with another 10 additional days of sick leave on 
the first day of the month following completion of 240 months of service. 

 

In computing months of total service for the purpose of crediting sick 
leave, only those months for which an employee earned sick leave as a 
full-time employee shall be counted.  The total service shall be verified 
before the leave is credited to the employee’s records. 

 

A former employee who has been rehired (except as detailed in the 
following note) shall receive credit for prior service, unless the employee 
was dismissed as a result of misconduct or a violation of KRS 18A.140, 
18A.145, or 18A.990. 

 

Note:  A former employee (other than one receiving benefits under a 
state retirement system) who is appointed, reinstated, or reemployed 
shall be credited with the unused sick leave balance credited to the 
employee upon separation. 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
https://apps.legislature.ky.gov/lrcsearch#tabs-2
https://apps.legislature.ky.gov/lrcsearch#tabs-2
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REQUESTING 
SICK LEAVE Every employee shall follow his or her office or department’s leave 

request and reporting procedures (GAP-401) for sick leave with or 
without pay.  Except in cases of emergency illness, an employee shall 
request advance approval for sick leave for medical, dental, or optical 
examination or treatment and for sick leave without pay. 

 

In all cases of illness, an employee shall notify his or her immediate 
supervisor or other designated person.  Failure to notify within a 
reasonable period of time may be cause for denial of sick leave for the 
period of absence. 

 

An employee may receive unauthorized leave without pay for the 
absence unless proper procedures are followed.  Appropriate disciplinary 
action, up to and including dismissal, may be taken against the employee 
for unauthorized leave without pay. 

 

Absence for a part of a day resulting from sick leave shall be charged in ¼-
hour increments. 

 
GRANTING SICK 
LEAVE WITH PAY The Appointing Authority, through the employee’s supervisor, shall grant 

accrued sick leave with pay if the employee experiences any of the 
following: 

 

 Is unable to work due to medical, dental, or optical examination or 
treatment 

 

 Is disabled by illness or injury 
 

 Is required to care for or transport a sick or injured member of his or 
her immediate family for a reasonable period of time 

 

 Would jeopardize the health of others at the employee’s duty post 
because of a contagious disease or communicable condition or 
demonstration of behavior that might endanger the employee or 
others 

 

 Has lost an immediate family member by death (detailed in GAP-414) 
 

 Requires leave for the birth, placement, or adoption of a child 
 

A supervisor may issue a Verification of Illness Memorandum (Exhibit 
9018) requiring an employee to submit a healthcare provider’s statement 
in order to receive approved sick leave with pay.  The Appointing 
Authority shall grant sick leave with pay if the application is supported by 
acceptable evidence and the employee has sufficient leave to cover the 
absence.  However, the Appointing Authority may require confirmation if 
there is reasonable cause to question the authenticity of the certificate or 
its contents. 
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GRANTING SICK 
LEAVE WITHOUT PAY The Appointing Authority, through the employee’s supervisor, shall grant 

sick leave without pay for the duration of the employee’s impairments by 
illness or injury if all of the following circumstances exist: 

 
 The total continuous leave does not exceed 1 year. 

 

 The employee has used or been paid for all accumulated annual, sick, 
and compensatory leave unless the employee requested retention of 
up to 10 days of accumulated sick leave. 

 

 The employee does not qualify for family and medical leave due to 
lack of service time and has exhausted all accumulated leave when 
the employee is required to care for a member of the immediate 
family for a period not to exceed 30 working days. 

 
A supervisor may issue a Verification of Illness Memorandum (Exhibit 
9018) requiring an employee to submit a healthcare provider’s statement 
in order to receive approved sick leave without pay.  The Appointing 
Authority shall grant sick leave without pay if the application is supported 
by acceptable evidence but may require confirmation if there is 
reasonable cause to question the authenticity of the certificate or its 
contents. 

 
For continuous leave without pay in excess of 30 working days (excluding 
holidays), the Appointing Authority shall notify the employee in writing of 
the leave without pay status. 

 
The Appointing Authority may require a periodic doctor’s statement 
during the year attesting to the continued inability of the employee to 
perform the essential functions of his or her position, with or without 
reasonable accommodation. 

 
 If reasonable accommodation is requested, the employee shall inform 

the Appointing Authority and provide supporting documentation from a 
certified professional. 

 
An employee shall be considered to have resigned if he or she has 
experienced all of the following: 

 
 Has been on continuous sick leave without pay for 1 year 

 

 Has been requested by the Appointing Authority in writing to return 
to work at least 10 days prior to the expiration of sick leave but is 
unable to return to former position 

 



SICK LEAVE 

Regulations GAP-403-1 
 

 

10/22  Page 4 of 4 

GRANTING SICK LEAVE  
WITHOUT PAY (CONT.) 

 Has been given priority consideration by the Appointing Authority for 
a vacant, budgeted position with the same agency for which the 
employee is qualified and is capable of performing the essential 
functions of the position with or without reasonable accommodation 

 

 Has not been placed by the Appointing Authority in a vacant position 
 

An employee who has resigned due to the inability to return to work 
after 1 year of sick leave without pay shall retain any reinstatement 
privileges accrued while in the classified service. 

 
RETURNING FROM 
SICK LEAVE At the termination of sick leave with pay, the Appointing Authority shall 

return the employee to his or her former position.  The Appointing 
Authority may require certification from an appropriate medical 
professional attesting to the employee’s fitness to return to duty before 
he or she is permitted to return to work.  It will be the responsibility of 
the employee to obtain this certification from the medical professional. 

 
When an employee who has been on sick leave without pay has given 
notice of his or her ability to resume job duties, the Appointing Authority 
shall return the employee to the original position or to a position for 
which the employee is qualified and which resembles the employee’s 
former position as closely as circumstances permit.  In addition, sick leave 
granted under this section is not renewable after the employee has been 
medically certified as able to return to work. 

 
TRANSFERRING 
ACCUMULATED 
SICK LEAVE An employee who is transferred or otherwise changed from one state 

agency to another shall retain his or her accumulated sick leave in the 
receiving agency. 

 
An employee who is appointed, reinstated, or reemployed (except a 
former employee receiving retirement benefits from a state retirement 
system) shall be credited with the unused sick leave balance upon 
separation. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

SICK LEAVE 

Subject 
 

Sick Leave Sharing Program 

STATUTORY & 
REGULATORY 
AUTHORITY  KRS 18A.030(2); KRS 18A.110(1)(h), (7)(g); KRS 18A.196; KRS 18A.197(9); 101 

KAR 2:105 
 
DISCRETIONARY 
AUTHORITY  The  Cabinet’s  Appointing  Authority,  or  designee,  has  discretionary 

authority to approve a sick leave sharing request and the amount of leave 
time to use. 

 
PURPOSE OF 
PROGRAM  The Sick Leave Sharing Program allows employees of one state agency to 

donate  sick  leave  to, or  receive donated  sick  leave  from, employees of 
their  own  agency  or  of  another  state  agency,  including  the  Legislative 
Research Commission and  the Kentucky Retirement Systems.   However, 
employees of a board of education or of a city or county government are 
not eligible to participate in the state’s Sick Leave Sharing Program. 

 
Employees who  receive  sick  leave  donations  shall  retain  all  rights  and 
privileges of state employment. 

 

RECIPIENT ELIGIBILITY  To be eligible to receive sick‐leave donations, an employee shall meet all 
of the following requirements: 

 
 Meet  the  definition  of  employee  per  KRS  18A.196  (part‐time 

employees are not eligible to receive sick leave sharing) 
 

 Be unable to work for at  least 10 full consecutive workdays due to a 
“medically certified  illness,  injury,  impairment, or physical or mental 
condition which has caused, or is likely to cause, the employee to go 
on leave for at least 10 consecutive working days” or has provided, or 
is  required  to  provide,  care  for  an  immediate  family member who 
suffers from such a medically certified condition 

 

http://www.lrc.ky.gov/Statutes/statute.aspx?id=1388
http://www.lrc.ky.gov/Statutes/statute.aspx?id=1342
http://www.lrc.ky.gov/Statutes/statute.aspx?id=1363
http://www.lrc.ky.gov/statutes/statute.aspx?id=1388
http://www.lrc.ky.gov/statutes/statute.aspx?id=1389
http://www.lrc.ky.gov/kar/101/002/105.htm
http://www.lrc.ky.gov/kar/101/002/105.htm
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RECIPIENT 
ELIGIBILITY (CONT.) 

 Provide medical certification verifying the need for leave, signed by a 
licensed practicing physician 

 

 Have  exhausted  all  accumulated  sick,  annual,  and  compensatory 
leave balances 

 

 Abide by this policy and the administrative regulations governing the 
use of sick leave 

 

Note:  Employees are not eligible to participate in this program if they are 
on  leave by personnel action or  if  they have  resigned,  retired, or been 
placed in unpaid leave status. 

 

REQUESTING 
SICK LEAVE 
DONATION  The steps for requesting receipt of donated sick leave are as follows: 
 

1. The employee  shall  complete  the Application  for Sick  Leave Sharing 
form (Exhibit 9019) and submit it to his or her immediate supervisor, 
with signed medical certifications that: 

 

a. Verify that the employee is unable to perform job duties due to a 
serious medical condition or  the employee  is needed  to provide 
care  to  an  immediate  family  member  with  a  serious  medical 
condition 

 

b. Indicate  the  amount  of  time  the  employee  is  expected  to  be 
unable to perform his or her job duties 

 

Note: The employee may submit the application before being absent 
for  10  full  consecutive  workdays  and  before  exhausting  all  leave 
balances but cannot use donated  leave until he or  she meets  those 
requirements.    The  employee  may  not  use  donated  sick  leave 
retroactively prior to the date of his or her application or the date of 
the donor’s signature. 

 

2. Immediately  upon  receipt  of  the  application,  the  employee’s 
supervisor  shall  sign  and  submit  it,  along  with  the  signed medical 
certifications, to his or her assigned human resource generalist (HRG) 
within  the  Office  of  Human  Resource  Management  (OHRM)  for 
processing. 

 

3. The  HRG  shall  review  the  documents  to  determine  employee 
eligibility and submit them to the Appointing Authority for review and 
approval. 



SICK LEAVE 

Sick Leave Sharing Program  GAP‐403‐2 
 

 

08/15    Page 3 of 4 

REQUESTING SICK 
LEAVE DONATION  
(CONT.) 

4. Upon approval of  request,  the Appointing Authority shall  return  the 
documents  to  the  HRG, who  shall  file  them  in  separate  employee 
medical  files and notify  the employee and his or her  timekeeper of 
approval. 

 

5. Upon  denial  of  request,  the  Appointing  Authority  shall  return  the 
documents to the HRG, who shall send them to the employee, along 
with an explanation, and copy the employee’s immediate supervisor. 

 

6. When the employee returns to work, his or her supervisor shall notify 
his or her HRG. 

 

7. The HRG shall return any unused portion of the donated sick leave to 
the donor’s  sick‐leave balance.    In  the  case of multiple donors,  the 
branch shall transfer the sick leave in reverse order of donation. 

 

8. A  sick‐leave  recipient may  retain donated  sick  leave upon  return  to 
work only  if he or she needs  it for the original medical condition. To 
retain  the donation,  the  recipient  shall  submit  a written  request  to 
the Appointing Authority through his or her HRG. 

 

Note:   The Sick Leave Sharing Program requires  the recipient  to use 
all leave that he or she accrues before using donated leave. 

 

9. If the recipient resigns, retires, or  is terminated and no  longer needs 
the donated sick leave for medical events stated in the Application for 
Sick  Leave  Sharing,  the HRG  shall  restore  any  unused  donated  sick 
leave to the donor’s sick‐leave balance in reverse order of donation. 

 
DONOR 
ELIGIBILITY  To be eligible to donate sick leave, an employee shall: 
 

 Be in active payroll status 
 

 Have a balance of 75 hours of sick leave after donation 
 

 Donate not less than 7.5 hours (for employees regularly scheduled to 
work 37.5 hours per week), or not less than 8.0 hours (for employees 
scheduled to work 40 hours per week.) 
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DONATING 
SICK LEAVE  The steps for donating sick leave are as follows: 
 

1. The employee shall complete  the Sick Leave Donation Form  (Exhibit 
9020) and submit it to his or her HRG. 

 

2. The HRG  shall  review  the  form  to determine employee eligibility of 
the donor.    If  the donor  is not eligible,  the division  shall  return  the 
form, along with an explanation, to the donor. 

 

3. If  the  donor  is  eligible,  the  HRG  shall  submit  the  form  to  the 
Appointing Authority for review and approval. 

 

4. Upon approval of the Appointing Authority, the HRG shall reduce sick 
leave  from  the  donor’s  sick‐leave  balance,  add  it  to  the  recipient’s 
sick‐leave  balance,  and  notify  both  donor  and  recipient  and  their 
timekeepers. 

 

Note:  If  the  recipient  of  the  donated  sick  leave  is  employed  by  a 
cabinet other than the Transportation Cabinet, the HRG shall forward 
a copy of the form to the recipient’s cabinet, indicating the amount of 
sick leave reduced from the donor’s sick‐leave balance. 

 

5. If multiple donors donate sick leave, the HRG shall transfer the leave 
in  chronological  order  of  receipt  of  the  donation  forms,  up  to  the 
maximum amount that has been certified as needed by the recipient. 

 

6. If the donor resigns, retires, or  is terminated from state government 
before  the Application  for  Sick  Leave  Sharing  is  submitted,  the  sick 
leave shall not be available for use by the recipient. 

 

GENERAL 
PROVISIONS  Employees  shall  not  use  state  time  and  resources—email,  Intranet, 

telephones, and other electronic means—to solicit sick‐leave donations. 
 

Employees shall not  threaten,  intimidate, or coerce other employees  to 
donate sick leave. 

 

The Cabinet does not authorize the use of the Sick Leave Sharing Program 
as a mere convenience for or preference by employees. 

 

Employees who  use  all  accrued  leave  and  donated  sick  leave  and  are 
placed on  family and medical  leave cannot participate  in  the Sick Leave 
Sharing Program again for the same medical condition unless the original 
request for the donated sick leave has been properly amended. 

 

An employee  receiving workers’ compensation benefits  shall be eligible 
to receive shared sick leave to maintain a regular level of pay. 

 

 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Compensatory Leave 

 

REGULATORY 
AUTHORITY 101 KAR 2:102, Section 5; 101 KAR 3:015, Section 5 
 
EARNING 
COMPENSATORY 
LEAVE An employee who is directed to work or who requests and is authorized 

to work in excess of his or her prescribed hours shall be granted 
compensatory leave subject to the provisions of the Fair Labor Standards 
Act. 

 
The maximum amount of compensatory leave that may be carried 
forward from one pay period to another shall be 240 hours.  However, a 
Cabinet employee who has a compensatory leave balance of 100 hours or 
more shall not be permitted to continue earning compensatory leave 
unless expressly approved by the employee's director, office head, or 
chief district engineer. 

 
Note:  Supervisors who permit employees to work in violation of this 
policy are subject to disciplinary action. 

 
NONEXEMPT 
EMPLOYEES A nonexempt employee who is authorized to work in excess of his or her 

prescribed hours and who has not accumulated the maximum amount of 
compensatory leave shall have the option to earn compensatory leave.  
Leave shall be earned for any hours worked up to 40 hours per week in ¼-
hour increments.  Hours worked in excess of 40 per week shall be 
accumulated at the rate of 1½ (in ¼-hour increments). 

 
Nonexempt employees also have the option to be paid at the rate of 1½ 
for any hours worked over 40 per week in lieu of earning compensatory 
time. 

 
Note:  Only hours actually worked shall be used for computing paid 
overtime or 1½ compensatory time. 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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NONEXEMPT 
EMPLOYEES (CONT.) A nonexempt employee's compensatory option shall remain in force for 

at least 3 months.  The election shall be changed upon submission of the 
TC 12-72 form, Overtime Compensation (Exhibit 9021), the first Sunday 
following the date received in the Division of Personnel Management. 

 
EXEMPT EMPLOYEES An employee classified as exempt who has not accumulated the 

maximum amount of compensatory leave shall accumulate 
compensatory leave in quarter-hour increments for actual hours worked 
in excess of the regular work schedule.  At no time shall the employee 
carry forward more than 239.99 hours compensatory leave from one pay 
period to another.   

 
REQUESTING LEAVE An employee shall follow the established leave request and reporting 

procedures (GAP-401) for compensatory leave for his or her office or 
department.  Compensatory leave shall be charged in quarter-hour 
increments. 

 
PAYMENT FOR LEAVE Upon separation from state service, an employee shall be paid for all 

unused compensatory leave, up to 240 hours, at his or her regular hourly 
rate of pay or the average regular rate of pay for the final 3 years of 
employment, whichever is greater.  An employee who is transferred to 
another state agency shall retain his or her compensatory leave in the 
receiving state agency. 

 
REDUCTION IN 
COMPENSATORY 
LEAVE BALANCES An employee who requests leave, who has a balance of at least 100 hours 

compensatory time, and whose annual leave balance has not accrued 
above the maximum amount that can be carried forward, may be 
required to use compensatory leave in lieu of annual leave. 

 
An employee not in a policy-making position shall be paid for 50 hours 
(Block 50) at the regular hourly rate of pay upon accumulating 240 hours 
of compensatory leave, and the employee’s leave balance shall be 
reduced accordingly.  Employees in policy-making positions are not 
eligible to receive block 50 payments and will have their compensatory 
leave balance reduced to 240 hours if they accumulate a compensatory 
leave balance greater than 240 hours. 

 
If a workweek is split between pay periods, the 240 hours of 
compensatory leave required for payment must be accrued at the end of 
the pay period following the split pay period week. 
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REDUCTION IN 
COMPENSATORY 
LEAVE BALANCES 
(CONT.) The Appointing Authority may require an employee who has accrued 200 

or more hours of compensatory leave to take work off using 
compensatory leave in an amount that will reduce the leave balance 
below 200 hours. 

 
If an employee gives written notice of retirement at least 90 days prior to 
the effective date of retirement, the Cabinet may waive the mandated 
use of compensatory leave if the employee requests discretionary leave 
during the 90 days immediately prior to retirement.  Upon acceptance of 
the written notice of retirement, the employee is notified that his or her 
tenure will be terminated at the designated retirement date. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Voting & Election Leave 

 
STATUTORY & 
REGULATORY 
AUTHORITY KRS 118.035(2) and (3) and 101 KAR 2:102, Section 7 
 
GRANTING 
VOTING LEAVE The Cabinet shall grant all employees 4 hours of paid voting leave if they 

meet all of the following requirements: 
 

 They are registered to vote in Kentucky or any other state. 
 

 They are scheduled to work during polling hours or on the day they 
cast their absentee ballots. 

 
 They request voting leave and receive prior approval from their 

supervisor in accordance with the established leave request and 
reporting procedures (GAP-401) for their office or department. 

 
 They vote. 

 
An employee whose regular work schedule is different from the polling 
hours is entitled to receive voting leave for only the number of hours 
scheduled to work during polling hours, up to the maximum of 4 hours. 

 
Example: If a Kentucky-registered employee who works from 
3:00 p.m. to 11:00 p.m. requests voting leave and if polling 
time in Kentucky is 6:00 a.m. to 6:00 p.m., the employee 
would be entitled to a maximum of 3 hours to vote (3:00 p.m. 
to 6:00 p.m.). 

 
PART-TIME/INTERIM 
EMPLOYEES If they meet all the requirements and vote, part-time and interim 

employees working less than a 37.5-hour or 40-hour workweek are 
entitled to receive as voting leave the number of hours in excess of 3.5 
working hours (if designated with a 37.5 workweek) or 4 working hours (if 
designated with a 40-hour workweek). 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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PART-TIME/INTERIM 
EMPLOYEES (CONT.) Examples:  If regularly scheduled to work 5 hours during polling 

hours, a part-time employee designated with a 37.5 workweek would 
be eligible for 1.5 hours of voting leave (5 scheduled hours – 3.5 
working hours = 1.5 hours of voting leave). If designated with a 40-
hour workweek, the part-time employee would be eligible for 1 hour 
of voting leave (5 scheduled hours – 4 working hours = 1 hour of 
voting leave). 

 
VOTING BY 
ABSENTEE BALLOT Employees who cast absentee ballots receive voting leave on the day 

they actually cast their ballots if they are regularly scheduled to work that 
day. 

 
COMBINATION WITH 
OTHER LEAVE Employees who are scheduled to work may combine their approved 

voting leave with approved annual, sick, or compensatory leave on the 
day they vote. 

 
WORKING IN  
LIEU OF TAKING 
VOTING LEAVE Employees who request and receive approval to work, or who are 

required to work, instead of taking voting leave are entitled to 
compensatory time for the hours worked during polling hours, provided 
they vote.  If an employee votes, the employee’s timesheet shall show up 
to 4 hours of voting leave.  If the employee works any of those 4 hours 
designated as voting leave, that time shall be coded as compensatory 
time earned. 

 
GRANTING 
ELECTION LEAVE An employee appointed to serve as an election officer may receive 

election leave not to exceed a total of 7.5 hours (8.0 hours for a 40-hour-
per-week employee) per event for a designated election to attend 
training or to serve as an election officer if they meet all of the following 
requirements: 

 
 They are registered to vote in Kentucky or any other state. 

 
 Their regularly scheduled work hours are during polling hours.  

 
 They request election leave in accordance with the established leave 

request and reporting procedures (GAP-401) for their office or 
department. 

 
 They vote as well as serve as an election officer. 
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ASSIGNMENTS OF 
ELECTION OFFICERS An election officer assigned to work at a voting district other than where 

he or she votes is entitled to an additional 4 hours of voting leave to vote 
absentee ballot.  The absentee ballot shall be cast before the actual date 
of the election, and the date the ballot is cast is the date for which the 
employee may receive the voting leave. 

 
Note:  In order to receive voting leave, the employee must be regularly 
scheduled on the day he or she casts an absentee ballot. 

 
An election officer assigned to work at the voting district where he or she 
votes is not entitled to an additional 4 hours of voting leave to cast an 
absentee ballot. 

 
An election officer released from working the polls during his or her 
regular work hours shall return to work or charge the remainder of time 
to annual or compensatory leave. 

 
VOTING/ELECTION 
LEAVE VERIFICATION 
FORM The Personnel Cabinet requires employees who claim either voting or 

election leave to complete, after voting, the Voting and Election Leave 
Verification form (Exhibit 9049) and submit it to their supervisor. 

 
Supervisors shall submit the completed forms to their office, division, or 
district time and attendance administrators, who shall forward them to 
their assigned human resource generalist (HRG) in the Office of Human 
Resource Management for filing. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Military Leave 

AUTHORITY  101  KAR  2:102,  Section  6;  KRS  61.394;  Employee  Handbook;  U.S. 
Department of  Labor FAQ; Personnel Memo 06‐16; Uniformed Services 
Employment and Reemployment Rights Act (USERRA) 

 
GENERAL 
PROVISIONS  Employees  or  employees  whose  spouses  are  members  of  the  Armed 

Forces may be entitled to military leave as outlined below: 
 

 Employees who are active members of the Armed Forces are eligible 
for military leave with pay to comply with orders to attend training or 
active duty for up to 21 working days in a federal fiscal year (October 
1 through September 30). 

 
 Employees who  have  not  used  the  entire  21  days  of military  leave 

shall have the balance carried forward not to exceed 42 working days 
based on a 5‐day workweek over 2  federal  fiscal years.   Any unused 
military leave shall expire 2 years after it has accrued. 

 
 Military leave may be intermittent or consecutive.  Unless employees 

request  to use accrued paid annual or compensatory  leave, military 
leave  in  excess  of  the  available  amount  will  be  charged  to  leave 
without  pay.    If  employees  use  paid  leave,  the  leave  shall  be  used 
consecutively. 

 
 Employees who are active members of the Armed Forces are entitled 

to military  leave without pay  to  comply with orders  for active duty 
not to exceed 6 years.   Employees may request to use all or part of 
accrued  annual  or  compensatory  leave  prior  to  being  placed  on 
military  leave  without  pay  by  completing  the  Personnel  Cabinet’s 
Military Leave (for Mobilization) – Designation Form (Exhibit 9022). 

 
 Employees may request in writing to be paid in a lump sum for annual 

and  compensatory  leave  when  they  are  placed  on  military  leave 
without pay. 

http://www.lrc.ky.gov/kar/101/002/102.htm
http://www.lrc.ky.gov/statutes/statute.aspx?id=22937
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GENERAL 
PROVISIONS (CONT.) 

 Supervisors may  request  to  fill  positions  vacated  by  employees  on 
military  leave;  however,  employees who  provide  timely  notice  that 
they  have  been  discharged  and  intend  to  return  to  work  shall  be 
placed in their former or similar positions. 

 

 Employees who  return  to  positions  following military  duty  shall  be 
given any benefits and salary adjustments to which they would have 
been entitled had they not been on military leave. 

 

 Employees  who  are  on  military  leave  have  the  right  to  elect  to 
continue  health  insurance  coverage  for  up  to  24 months while  on 
leave. 

 

 Employees  may  elect  to  discontinue  state  health  insurance 
coverage during military leave. 

 Employees  have  the  right  to  be  reinstated  to  state  health 
insurance coverage immediately upon return from military leave. 

 

 State employees who are  spouses of members of  the United States 
Armed  Forces or  any  state’s National Guard or Reserve  component 
who are on federal active duty shall receive spousal military leave for 
1 day when  the member  is deployed  and 1 day when  the member 
returns from deployment. 

 

Note:  The  spousal  military  leave  shall  be  taken  on  the  day  of 
deployment and the day of return from deployment.  If the departure 
or return date is on a nonscheduled workday, employees are entitled 
to  use  spousal military  leave  on  the  scheduled workday  before  or 
after the departure or return date. 

 

EMPLOYEE 
RESPONSIBILITIES  Employees who  receive orders  to  attend  training duty or  to  report  for 

active  duty  shall  immediately  submit  to  their  first‐line  supervisors  a 
request  for  leave  in accordance with  the established  leave  request and 
reporting procedure (GAP‐401) for their office or department. 

 

Employees whose military  leave will exceed  the  available  amount  shall 
specify  in  writing  whether  the  additional  leave  is  to  be  charged  to 
accrued paid annual or compensatory leave or to leave without pay. 

 

Employees who are discharged from military duty and wish to return to 
state employment shall notify their immediate supervisors or the Division 
of Personnel Management (DPM) within the following timeframes: 

 

 Within 14 days of discharge following service of 31 to 180 days 
 Within 90 days of discharge following service of 181 days or more 
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SUPERVISOR 
RESPONSIBILITIES  Supervisors  who  receive  requests  for  military  leave  shall  ensure  the 

employees have  indicated how  the  leave  is  to be  charged and  that  the 
timesheets are coded accordingly. 

 
If employees will be on military duty without pay  in excess of 30 days, 
supervisors shall submit  the TC 12‐2  form, Request  for Personnel Action 
(Exhibit 9023), through the appropriate administrative channels to DPM 
to  place  the  employees  on  military  leave  without  pay  by  personnel 
action. 

 
When  employees notify  their  supervisors  that  they  intend  to  return  to 
work  following  discharge  from  military  service,  supervisors  shall 
immediately submit a copy of the employee’s military orders to DPM. 

 
If employees' previous positions are no  longer vacant,  supervisors  shall 
contact DPM  for  assistance  in  returning  the  employees  to  positions  of 
equivalent status. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Blood Donation 

REGULATORY 
AUTHORITY  101 KAR 2:102,  Section 11; 101 KAR 3:015,  Section 11,  Food  and Drug 

Administration (FDA) guidelines 

PURPOSE  The Transportation Cabinet grants blood donation  leave for the purpose 
of allowing an employee time to donate whole blood only and recuperate 
from the donation. 

POLICY  The  employee  shall  use  only  regularly  scheduled  work  hours,  not 
including  the  employee’s  lunch  hour,  for  blood  donation  leave.    The 
Cabinet will not grant compensatory time for donations occurring outside 
the employee’s regular work schedule. 

Supervisors  may  permit  employees  to  take  blood  donation  leave  to 
donate  blood  at  any  licensed  blood  center  certified  by  the  FDA.  
Employees who donate shall receive 4 hours leave time with pay for the 
purpose  of  donating whole  blood  and  recovering  from  the  donation.  
Employees shall take  leave at the time of donation unless circumstances 
as specified by the supervisor require the donor to return to work.  In this 
case,  employees  shall  receive  the  unused  portion  of  leave  time  as 
compensatory  time.   On  the basis of  the  state  regulation  and  the  FDA 
health guidelines,  the Cabinet  shall not approve an employee’s  request 
for blood donation leave more frequently than every 56 days. 

PROCEDURE  To qualify for blood donation leave, the employee shall: 

1. Request  and  receive  advanced  approval  from  their  supervisor  in 
accordance   with   the   established   leave   request   and  
reporting procedure (GAP‐401) for their office or department

Note: Supervisors shall approve  the eligible  request  if  the operating 
requirements of the office or department permit.  If it is necessary to 
deny a request, supervisors shall note the reasons on the request and 
discuss them with the employee.  To ensure fairness, supervisors may 
want  to adopt an alternating method of granting  requests  for blood 
donation leave. 



LEAVE REGULATIONS 

Blood Donation  GAP‐407 

12/14 Page 2 of 2 

PROCEDURE (CONT.) 
2. Acquire  a  written  statement  from  the  blood  center  verifying  the

donation of whole blood

3. Submit  the  verification  of  blood  donation  or  deferral  to  his  or  her
supervisor, who  shall attach  it, along with  the blood donation  leave
request, to the timesheet

DONOR DEFERRAL  Employees deferred  from donating shall be granted blood  leave  for  the 
amount of time used while attempting to donate but shall not receive the 
4 hours leave time as those who donate. 

Employees not accepted as blood donors shall promptly return to work. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Adverse Weather 

REGULATORY 
AUTHORITY  101  KAR  2:102,  Section  10;  101  KAR  3:015,  Section  5  and  Section  10; 

Personnel Memo 09‐23 

TYPES OF ADVERSE 
WEATHER  Adverse  weather  conditions  include,  but  are  not  limited  to,  tornado, 

flood, blizzard, ice, or other severe weather conditions that limit travel. 

MANDATORY 
OPERATIONS  Departments  shall designate  and notify employees who  are designated 

mandatory  staff  for  operations  under  adverse‐weather  procedures.  
Within  the  Transportation  Cabinet,  established  mandatory  staff  are 
employees in the districts assigned to snow‐and‐ice detail and employees 
assigned  to  the Transportation Operations Center Branch.    If  individual 
departments  designate  additional  employees  as  mandatory,  those 
departments  shall  notify  those  employees  of  their  mandatory 
designation. 

Note:  The  procedure  for  requesting  and  using  adverse‐weather  leave, 
explained herein,  is not applicable for employees who are designated as 
mandatory. 

ABSENCES DUE TO 
ADVERSE WEATHER  Employees who are not designated for mandatory operations and choose 

(1) not to report to work, (2) to arrive at work  late, or (3) to  leave work 
early  due  to  adverse  weather  conditions  shall,  in  accordance  with  the  
established  leave  request  and  reporting  procedure  (GAP‐401)  for  their 
office or department, record their leave as one of the following:  

 Annual or compensatory leave
 Leave  without  pay  if  employees  have  exhausted  their  annual  and

compensatory leave balances
 Deferred in accordance with the following:
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ABSENCES DUE TO 
ADVERSE WEATHER (CONT.) 

 Where  operational  needs  allow,  except  for  employees  in 
mandatory operations, management shall make every reasonable 
effort  to  arrange  schedules  to  allow  employees  to use  adverse‐
weather leave and make up time not worked rather than charging 
it to employees’ leave balances.  Following each adverse‐weather 
absence, employees who have deferred their time shall meet with 
their supervisors  immediately upon return  to work  to determine 
schedules  to make up  the hours of adverse‐weather  leave used.  
However,  employees  shall  not  work  more  than  40  hours  in  a 
workweek  to  make  up  work  due  to  adverse‐weather  leave.  
Employees shall not modify these agreed‐upon schedules without 
approval from the supervisors. 

 Employees shall make up  time deferred due  to adverse weather 
within 4 months from each date of occurrence of the absence.  If 
an  absence  is  not made  up within  123  days,  the  Cabinet  shall 
deduct the time from the employee’s annual/compensatory leave 
balance to cover the absence.    If the employee has no annual or 
compensatory  leave,  the Cabinet  shall deduct  the amount owed 
from the employee’s compensation. 

Note: The Cabinet encourages employees  to be prudent  in  their 
use of adverse‐weather  leave because  it may not be possible  to 
make up excessive use of such leave within the 123‐day period.  In 
fact, employees who work a 40‐hour week are particularly limited 
in the amount of time they can make up. 

 When possible, employees should make up work in the workweek 
in which  they  deferred  time  or  in  a week when  they  have  not 
worked a full work schedule due to a holiday or due to the use of 
leave time. 

 If employees transfer or  leave employment before they make up 
the  adverse‐weather  leave,  the  Cabinet  shall  deduct  the  time 
from  their  annual/compensatory  leave  balances.    If  employees 
have exhausted those leave balances, the Cabinet shall charge the 
time to leave without pay and deduct the amount from their final 
paycheck. 

Note: Supervisors have the authority to approve employees’ requests to 
go home because of adverse weather conditions but not the authority to 
send employees home. 



LEAVE REGULATIONS 

Adverse Weather  GAP‐408 

12/14 Page 3 of 3 

CATASTROPHIC 
WEATHER CONDITIONS  When authorities order evacuation or shutdown of a workplace because 

of adverse weather conditions, the following provisions apply: 

 Employees who  normally  report  to  a  location  that  authorities  have
ordered  shut down or evacuated are not  required  to make up  time
lost from work during the period officially declared hazardous to  life
and safety.

 Employees  required  to  work  in  emergency  situations  will  be
compensated appropriately.

PROHIBITED USE OF 
ADVERSE‐WEATHER 
LEAVE  Employees  cannot  use  adverse‐weather  leave  for  the  sole  purpose  of 

providing childcare when schools are closed due to adverse weather.   

Employees on pre‐approved annual,  compensatory, or  sick  leave at  the 
time of adverse weather  conditions  shall use  the pre‐approved  type of 
leave as originally requested, not adverse‐weather leave. 

Note: Supervisors who suspect misuse or abuse of adverse‐weather leave 
may contact the Office of Human Resource Management for guidance.  


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Family & Medical Leave Act (FMLA) 

 

REGULATORY 
AUTHORITY 101 KAR 2:102, Section 3; 101 KAR 2:034, Section 4, US Department of 

Labor employee rights and responsibilities under the Family and Medical 
Leave Act 

 
PURPOSE & 
SUMMARY The Family and Medical Leave Act (FMLA) requires covered employers to 

provide: 
 

 Up to 12 weeks of unpaid, job-protected leave to eligible employees 
for certain family, medical, and military-activation reasons 

 
 Up to 26 workweeks of unpaid, job-protected leave in any 12-month 

period to eligible employees to care for a covered servicemember with 
a serious illness or injury incurred in the line of duty on active duty 

 
While employees are on Family and Medical Leave (FML), their jobs are 
protected, and state-paid health and life insurances continue.  Moreover, 
the use of FML may not be held against employees in any way with regard 
to employees’ positions, benefits, or job-related activities. Therefore, 
supervisors shall not consider FML in the evaluation of employee job 
performance or as the basis for disciplinary actions. 

 
Note: Supervisors are responsible for understanding their responsibilities 
with respect to designating FML even if employees have not specifically 
requested the leave.  Supervisors should immediately contact the Office 
of Human Resource Management (OHRM) if they have an employee who 
has been absent for three consecutive workdays, and the supervisor is 
aware the employee may have a serious health condition as defined 
below.  

 
 
 
 

http://lrc.ky.gov/kar/101/002/102.htm
http://lrc.ky.gov/kar/101/002/034.htm
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DEFINITIONS The following terms are defined as they relate to FMLA: 
 

 Serious health condition is defined as an illness, injury, impairment, or 
physical or mental condition involving any of the following: 

 
♦ An overnight stay for treatment in a hospital, hospice, or residential 

medical care facility 
 

♦ Continuing treatment, which is an absence of more than 3 
consecutive days from work, school, or other regular daily 
activities, along with treatment by a healthcare provider at least 
once within 7 days of the first day of incapacity and either a 
regimen of continuing treatment initiated by the healthcare 
provider during the first treatment or a second in-person visit to 
the healthcare provider within 30 days of the first day of incapacity 

 
♦ Pregnancy or prenatal care 

 
♦ Chronic condition that requires visits for treatment by a healthcare 

provider at least twice a year and continues over an extended 
period of time and may be episodic incapacity rather than a 
continuing period of incapacity 

 
♦ A condition for which treatment may not be effective (Alzheimer's, 

stroke, terminal disease, etc.) 
 

♦ Multiple treatments (including any period of recovery) by, or on 
referral by, a healthcare provider for restorative surgery or for a 
condition that would likely result in a period of incapacity of more 
than 3 days if left untreated (chemotherapy, physical therapy, 
dialysis, etc.) 

 
Note:  For purpose of military caregiver leave, serious health 
condition is defined as “an injury or illness that was incurred by the 
member in line of duty on active duty in the Armed Forces (or 
existed before the beginning of the member's active duty and was 
aggravated by service in line of duty on active duty in the Armed 
Forces), and that may render the member medically unfit to 
perform the duties of the member's office, grade, rank or rating"; 
this requirement is replaced with the simple requirement that the 
serious injury or illness "that manifested itself before or after the 
member became a veteran." 
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DEFINITIONS 
(CONT.) 

 Family member is defined as an employee’s spouse, son, daughter, or 
parent (son or daughter for this type of FML is defined the same as 
“child” for other types of FML, except that the person does not have to 
be a minor).  The Commonwealth has enhanced the definition of family 
member to include all of the family members who are covered by the 
Sick Leave Sharing Program.  Therefore, family members for purpose 
of FML also include a grandparent, or a person of similarly close 
relationship who has resided with the employee for at least 30 days or 
for whom the employee is legally responsible. 

 
 Qualifying exigencies is defined as short-notice deployments, military 

events and related activities, certain temporary childcare 
arrangements and school activities (but not ongoing childcare), 
financial and legal arrangements, counseling by a nonmedical 
counselor, rest and recuperation, and post-deployment activities. 

 
 Next-of-kin is defined as the closest blood relative of the injured or 

recovering servicemember (applies only to military leave entitlement). 
 

 Intermittent leave is defined as noncontinuous or periodic leave as 
needed. 

 
ELIGIBILITY & 
STATE LEAVE Employees are eligible for FML if they meet both of the following 

conditions: 
 

 They have worked for the Commonwealth for at least 12 months (may 
include prior service under certain circumstances). 

 
 They have worked or been on paid leave for 1,250 hours over the 12 

months prior to the first day of FML. 
 

The Commonwealth requires employees to use accumulated paid annual, 
compensatory, and sick leave concurrently with FML.   Employees, 
however, may request in writing to reserve up to 10 days of accumulated 
sick leave for use at a later time. 
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LEAVE ENTITLEMENT— 
12 WORKWEEKS Eligible employees may use a maximum of 12 workweeks of FML per 

calendar year (January 1—December 31) when unable to work for any of 
the following reasons: 

 

 Serious Health Condition: 
 

♦ Employee’s own serious health condition 
 

♦ To care for an immediate family member (spouse, child, or 
parent—but not a parent "in-law") with a serious health condition” 

 

♦ To care for an individual of similarly close blood or legal 
relationship who has resided with the employee for not less than 
30 days prior to the first day of FML, with a serious health condition 

 

 Birth of a son or a daughter and care for the newborn or the placement 
with the employee of a child for adoption or foster care, along with 
care for the newly placed child 

 

♦ Leave to care for a newborn or for a newly placed child shall 
conclude within 12 months after the birth or placement. 

 

♦ While the federal regulations grant a combined total of 12 
workweeks to an eligible husband and wife who work for the same 
employer, Kentucky state government grants up to 12 workweeks 
to each parent. 

 

 Covered family member’s active duty or call to active duty in the Armed 
Forces to help the family member prepare for departure and/or care 
for the children of the departing family member. The leave may begin 
as soon as the family member receives the call-up notice. 

 

 Seven qualifying exigencies exist: 
 

• Short-notice deployment 
 

• Military events and related activities 
 

• Certain temporary childcare arrangements and school activities 
(but not ongoing childcare) 

 

• Financial and legal arrangements 
 

• Counseling by a nonmedical counselor 
 

• Rest and recuperation 
 

• Post-deployment activities 
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LEAVE ENTITLEMENT— 
12 WORKWEEKS (CONT.) 

♦ As with other types of FML, this type of leave is counted toward the 
employee’s 12-workweek maximum of FML in a 12-month period. 

 
♦ Within 15 calendar days (absent extenuating circumstances), the 

employee shall provide proof of the member’s active duty or call to 
active duty in the Armed Forces before leave is granted (for 
example, a copy of the military orders or other official Armed 
Forces communication) and the TC 12-249 form, Certification of 
Qualifying Exigency For Military Family Leave (Exhibit 9024). 

 
LEAVE ENTITLEMENT— 
26 WORKWEEKS Eligible employees may use a maximum of 26 workweeks of FML to care 

for an injured or ill servicemember during a single 12-month period 
measured forward from the date leave begins. 

 
Note: Except as stated below, employees are not eligible for more than 12 
workweeks of FML in a calendar year, regardless of the number of 
qualifying events. 

 
 This leave may extend to an employee whose spouse, son, daughter, 

parent, or next-of-kin is injured or recovering from a serious injury or 
illness suffered while on active military duty.  Also, this type of leave 
may extend to family members of veterans who are persons that 
served in the active military, naval, or air service and that were 
discharged or released therefrom under conditions other than 
dishonorable.  An employee is also eligible for this type of leave when 
the servicemember is receiving medical treatment, recuperation, or 
therapy, even if the servicemember is on temporary disability retired 
list. 

 
 If both a husband and a wife work for the Commonwealth and each 

requests to take leave to care for a covered injured or ill 
servicemember, Kentucky State Government grants up to 26 
workweeks to each spouse. 

 
 This is the only type of FML that may extend an employee's leave 

entitlement beyond 12 workweeks to 26 workweeks.  Other types of 
FML are included with this type of leave totaling a maximum of 26 
workweeks.  The certification referenced here is not tied to a serious 
health condition as for other types of FML. 
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LEAVE ENTITLEMENT— 
26 WORKWEEKS (CONT.) 

 Once the 12-month period expires, employees are eligible for another 
26 workweeks of leave to care for another servicemember or to care 
for the same covered servicemember if he or she incurs a subsequent 
serious injury or illness (excluding aggravation or complication of 
earlier injury or illness). 

 

 Within 15 calendar days (absent extenuating circumstances), 
employees requesting this type of FML shall provide (1) certification of 
the family member or next-of-kin’s injury, recovery, or need for care 
(for example, a copy of the military medical information, orders for 
treatment, or other Armed Forces communication) and (2) the TC 12-
248 form, Certification for Serious Injury or Illness of Covered 
Servicemember for Military Family Leave (Exhibit 9025). 

 
SUPERVISOR 
RESPONSIBILITIES The supervisor’s responsibilities are as follows: 
 

1. Upon learning about the possibility of an employee’s need for FML, the 
supervisor is required to immediately designate the event as possible 
FML and provide the TC 12-239 form, Application and Designation for 
Family and Medical Leave (Exhibit 9026) to the employee. 

 

2. Upon receipt of the completed application, the supervisor shall review 
the form and submit it to OHRM immediately. 

 

3. The supervisor shall not contact the employee's healthcare provider. 
OHRM shall address any issues regarding the FML application. 

 

4. If the certifications of the employee’s and the Cabinet’s designated 
healthcare providers differ, the Cabinet may require the employee to 
obtain, at the Cabinet’s expense, a certification from a third healthcare 
provider jointly approved by the employee and the Cabinet.  This third 
certification shall be final and binding. 

 

5. A recertification may be required every 6 months in connection with 
an absence for that medical condition. In fact, recertification may be 
required at any time if any of the following occurs: 

 

a. An extension of leave is requested. 
 

b. Circumstances in the last certification have changed. 
 

c. The Cabinet receives information that raises questions about the 
employee’s medical condition. 

 



LEAVE REGULATIONS 

Family & Medical Leave Act (FMLA) GAP-409 
 

 

04/24  Page 7 of 11 

SUPERVISOR 
RESPONSIBILITIES 
(CONT.) 

6. Supervisors shall not require employees to use more FML than 
necessary to address the circumstances causing need for leave. 

 
7. Supervisors shall not consider FML during the evaluation of employee 

performance or as a basis for disciplinary actions. The use of FML shall 
not be held against employees in any way with regard to employees’ 
positions, benefits, and job-related activities. 

 
EMPLOYEE 
RESPONSIBILITIES The employee’s responsibilities are as follows: 
 

Application: 
 

 When need for leave is "foreseeable," the employee shall provide 30 
calendar days advance notice by completing the TC 12-239 form, 
Application and Designation for Family and Medical Leave (Exhibit 
9026). 

 
 If the need for FML is unforeseeable, the employee shall provide notice 

to his or supervisor as soon as possible (that is, using the established 
call-in procedures for his or her office or department unless there are 
extenuating circumstances). 

 
 If OHRM denies the employee’s initial application because of need for 

additional information, the employee shall comply with the deadline 
given, or FML may be denied. 

 
 The Cabinet has the right to request the employee to provide a more 

detailed medical certification within 7 days. The employee can either 
obtain the information or grant OHRM permission to contact the 
healthcare provider directly. To grant permission, the employee shall 
complete the TC 12-251 form, Employee Authorization for Disclosure 
of Protected Health Information to Employer (Exhibit 9027). 

 
Medical Certification for Serious Health Condition of Employee or 
Spouse, Child, or Parent of Employee: 

 
 When requesting FML for his or her own serious health condition or for 

a family member's serious health condition, the employee shall submit 
the TC 12-246 form, Certification by Healthcare Provider for Serious 
Health Condition of Employee (Exhibit 9028), or the TC 12-247 form, 
Certification by Healthcare Provider for Serious Health Condition of 
Family Member (Exhibit 9029), issued by a healthcare provider. 
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EMPLOYEE 
RESPONSIBILITIES 
(CONT.) 

 The employee has 15 calendar days from the date of the employer’s 
request to provide the medical certification.  Failure to provide 
adequate and timely certifications may result in the denial of FML. 

 
 The Cabinet has the right to request the employee to provide a more 

detailed medical certification within 7 workdays.  The employee can 
either obtain the information or grant OHRM permission to contact the 
healthcare provider directly.  To grant permission, the employee shall 
submit to OHRM the TC 12-251 form, Employee Authorization for 
Disclosure of Protected Health Information to Employer (Exhibit 9027). 

 
 The Cabinet may require the employee to obtain, at the Cabinet’s 

expense, a medical certification from a second healthcare provider.  
The Cabinet may choose the healthcare provider for the second 
certification (except in most cases the Cabinet may not regularly 
contract with or otherwise regularly use the services of the chosen 
healthcare provider). 

 
 If the certifications of the employee’s and the Cabinet’s designated 

healthcare providers differ, the Cabinet may require the employee to 
obtain, at the Cabinet’s expense, a certification from a third healthcare 
provider jointly approved by the employee and the Cabinet.  This third 
certification shall be final and binding. 

 
 A recertification may be required every 6 months in connection with 

an absence for that medical condition. In fact, recertification may be 
required at any time if any of the following occurs: 

 
♦ An extension of leave is requested. 

 

♦ Circumstances in the last certification have changed. 
 

♦ The Cabinet receives information that raises questions about the 
employee’s medical condition. 

 
 For the employee to return to work after an FML absence due to his or 

her own medical condition, the Cabinet may require the employee to 
provide a statement from a healthcare provider verifying the 
employee’s ability to return to work and perform the essential 
functions of his or her job. 
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EMPLOYEE 
RESPONSIBILITIES 
(CONT.) Certification of Qualifying Exigency for Military Family Leave: 
 

 When requesting FML for a covered family member's active duty or call 
to active duty in the Armed Forces, the employee shall submit the TC 
12-249 form, Certification of Qualifying Exigency for Military Family 
Leave (Exhibit 9024).  This leave is to help the family member prepare 
for departure and/or care for the children of the departing family 
member.  The leave may commence as soon as the family member 
receives the call-up notice. 

 
 The employee has 15 calendar days from the date of the employer's 

request to provide this certification. 
 

 The certification shall include written documentation confirming a 
covered military member's active duty or call to active duty status in 
support of a contingency operation. 

 
 The certification shall describe the reason the employee is requesting 

FML due to a qualifying exigency. 
 

 If the leave is requested to meet with a third party, the certification 
shall include information regarding the individual or entity with whom 
the employee is meeting. 

 
Certification of Serious Injury or Illness of Covered Servicemember for 
Military Family Leave: 

 
 The employee shall submit the TC 12-248 form, Certification for Serious 

Injury or Illness of Covered Servicemember for Military Family Leave 
(Exhibit 9025).  Eligible employees may use a maximum of 26 
workweeks for this type of FML to care for an injured or ill 
servicemember during a single 12-month period measured from the 
date the leave begins. 

 
 The employee has 15 calendar days from the date of the employer's 

request to provide this certification. 
 

 The certification shall include employee information as well as 
information about the care to be provided to the covered 
servicemember. 
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EMPLOYEE 
RESPONSIBILITIES 
(CONT.) 

 The medical certification shall be provided by a Department of Defense 
(DOD) healthcare provider; a Veteran's Affairs (VA) healthcare 
provider; a DOD TRICARE network-authorized private healthcare 
provider; or a DOD TRICARE non-network-authorized private 
healthcare provider. 

 

Intermittent/Reduced Scheduled Leave: 
 

 The employee may use FML on an intermittent basis or on a reduced 
work schedule only under certain circumstances: 

 

♦ To care for seriously ill family members or because of the 
employee’s own serious health condition 

 

♦ To care for newborn or newly placed adopted or foster care child 
with the Cabinet’s approval 

 

♦ To help the family member prepare for departure for active military 
duty and/or care for the children of the departing family member 

 

♦ To care for an injured or ill servicemember 
 

 The employee’s FML shall be reported in increments of .25 hours, and 
the employee shall not be required to use more intermittent leave than 
necessary. 

 

 If intermittent/reduced schedule FML is necessary for foreseeable 
medical treatment, the employee shall work with his or her supervisor 
to schedule the leave so as not to unduly disrupt operations. 

 

 Holidays occurring while on continuous FML are counted against the 
FMLA entitlement. 

 

OHRM 
RESPONSIBILITIES Within 5 days after receiving a request for FML or after learning that a 

leave may be FMLA-qualifying, OHRM shall send the employee the TC 12-
239 form, Application and Designation for Family and Medical Leave 
(Exhibit 9026), and a letter that notifies employees as to whether or not 
they are eligible for FML and explains employees' specific rights and 
responsibilities. 

 

If OHRM determines that more information is needed in reviewing the FML 
application, OHRM shall notify the employee of such and set a deadline to 
reply. 
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HEALTHCARE 
PROVIDERS Healthcare providers who may provide certification of a serious health 

condition include: 
 

 Doctors of medicine or osteopathy authorized to practice medicine or 
surgery (as appropriate) by the state in which the doctors practice 

 
 Podiatrists, dentists, clinical psychologists, optometrists, and 

chiropractors authorized to practice in the state in which they practice 
and are performing within the scope of their practice under state law 

 
 Nurse practitioners, nurse-midwives, and clinical social workers 

authorized to practice under the law of the state in which they practice 
and are performing within the scope of their practice as defined under 
state law 

 
 Christian Science practitioners listed with the First Church of Christ, 

Scientist in Boston, Massachusetts 
 

 Healthcare providers recognized by the employer or the employer's 
group health plan's benefits manager 

 
 Healthcare providers listed above who practice in countries other than 

the United States and who are authorized to practice under the laws 
of those countries 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Interview Leave for State Positions 

AUTHORITY  Personnel Memo 09‐05 

INTERVIEW 
WITHIN AGENCY  Kentucky  Transportation  Cabinet  (KYTC)  employees  with  status  that 

interview for a position within KYTC are not required to use leave for the 
time needed for the interview. 

INTERVIEW 
OUTSIDE AGENCY  KYTC  employees with  status  that  interview  for  a position outside KYTC 

are  required  to use annual or compensatory  leave  for  the  time needed 
for the interview. 

NOTIFICATION OF 
INTERVIEW LEAVE  In  either  case,  employees  shall  notify  their  supervisors  prior  to  taking  

interview  leave.  If  use  of  annual  or  compensatory  leave  is  required, 
employees shall follow the leave procedures outlined in GAP‐401. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Court Leave / Witness for Cabinet 

STATUTORY & 
REGULATORY 
AUTHORITY  101 KAR 2:102, Section 4 and 101 KAR 3:015, Section 4 

COURT LEAVE / 
JURY DUTY  An  employee  is  entitled  to  court  leave, not  to  exceed prescribed work 

hours, without  loss of time or pay for that amount of time necessary to 
comply with  subpoenas  by  a  court,  administrative  agency,  or  body  of 
federal or state government or  to serve as a  juror or witness, except  in 
cases where  the  employee or  a member of  the  employee’s  family  is  a 
party to the court action.   This  leave shall  include necessary travel time.  
Funds  generated  by  the  performance  of  jury  duty  shall  be  the  sole 
property of the employee concerned. 

The employee shall: 

 Provide the division director, office head, or chief district engineer a
copy of the subpoena

 Inform his or her supervisor each day of required court attendance in
accordance  with  their  office  or  department’s  established  leave
request and reporting procedure

 Return  to work  if  relieved  from  duty  as  a  juror  or  witness  during
normal work hours

WITNESS FOR THE 
CABINET  An  employee  called  as  a  witness  for  the  Transportation  Cabinet  shall 

receive  regular pay  and  shall be  entitled  to  receive  reimbursement  for 
expenses in accordance with current travel regulations.   Any other court 
fees or allowances received by the employee shall be reimbursed to the 
Commonwealth  of  Kentucky  through  the  employee’s  division  director, 
office head, or chief district engineer. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Educational Leave 

REGULATORY 
AUTHORITY  101 KAR 2:102; Section 9 

EDUCATIONAL 
LEAVE  The  Appointing  Authority  for  the  Transportation  Cabinet  may  grant 

special  leave  for education or  training with or without pay  for a period 
not  to  exceed  24  months.    Leave  must  be  recommended  by  the 
employee’s  department  or  office  head  and  approved  by  the  Cabinet 
Secretary.    Educational  leave  shall  be  restricted  to  attendance  at  a 
college,  university,  or  vocational  or  business  school  for  training  in 
subjects  that  relate  to  the employee’s  job  responsibilities  and  that will 
benefit the Commonwealth. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

LEAVE REGULATIONS 

Subject 

Investigation 

STATUTORY & 
REGULATORY 
AUTHORITY  101 KAR 2:102, Section 9 

INVESTIGATION  With approval of the Secretary of Personnel, the Appointing Authority for 
the Transportation Cabinet may place an employee on special leave with 
pay for investigative purposes due to alleged employee misconduct.  This 
leave shall not exceed 60 working days. 

The  Appointing  Authority  shall  notify  the  employee  in  writing  of  the 
reasons for the leave. 

If  the  investigation  reveals  no  misconduct  by  the  employee,  records 
pertaining  to  the  investigation  shall  be  purged  from  the  employee’s 
personnel  files.   The Appointing Authority  shall notify  the employee,  in 
writing, of the outcome of the investigation. 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

LEAVE REGULATIONS 

Subject 
 

Funeral & Bereavement Leave 

REGULATORY 
AUTHORITY  101 KAR 2:102, Section 8; 101 KAR 3:015, Section 8 
 
POLICY  With approval of the Appointing Authority for the Transportation Cabinet 

through  the  employee’s  supervisor,  an  employee  who  has  lost  an 
immediate  family member  by  death may  utilize  5  days  of  accrued  sick 
leave,  compensatory  leave,  annual  leave,  leave  without  pay  (if  the 
employee does not have accrued leave), or a combination thereof. 

 
Note: Employees may use annual leave for this purpose only if they have 
either exhausted their sick leave balance or requested retention of up to 
10 days of accumulated sick leave. 

 
The employee’s supervisor may approve additional  leave at  the request 
of the employee. 

 
For purposes of this policy, an immediate family member shall include the 
employee’s spouse, parent, grandparent, child, sibling, or  the spouse of 
any  of  them,  and  may  include  other  relatives  of  close  association  if 
approved by the Appointing Authority. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

TRAINING & LICENSING 

Subject 

Requests for Training 

EMPLOYEE RIGHTS & 
RESPONSIBILITIES 
FOR TRAINING Employees have the right to receive required training from formal classes 

or from informal coaching sufficient to receive a “meets” rating on the 
employee evaluation.  Training above and beyond this level (elective 
training) is discretionary on the part of the Transportation Cabinet.  
Cabinet needs and budgetary constraints affect the Cabinet’s capability to 
support employees wanting to participate in elective training. 

All merit employees have the responsibility to: 

 Assess their strengths and their growth needs to maximize the
effectiveness in the performance of their current duties

 Complete training on the basis of their agreements with their
supervisors in respect to their performance development plans

 Complete workshops deemed mandatory by the Office of Human
Resource Management or other Cabinet leadership

 Comply with all provisions of the policy and procedures stated herein

MANAGEMENT 
RESPONSIBILITIES Managers and supervisors are directly responsible for ensuring that their 

employees receive the appropriate training.  In addition, each manager or 
supervisor has the responsibility to: 

 Determine and prioritize the individual and collective training needs of
employees under his or her supervision and assist PDOM within the
Office of Human Resource Management (OHRM) in meeting those
needs

 Inform PDOM at least 10 working days in advance of upcoming training
events that offices or departments are hosting or coordinating

 Provide employees with training on the objectives, policies, and
programs of the work unit so that employees have a clear
understanding of their assigned duties
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MANAGEMENT 
RESPONSIBILITIES (CONT.) 

 Ensure training is provided to employees in accordance with the KYTC 
Affirmative Action Plan 

 

 Support in-service, interagency, and external training programs that 
contribute to effective use of human and fiscal resources 

 

 Provide informal training, coaching, mentoring, career counseling, and 
cross-training to employees 

 

 Note:  Managers and supervisors shall notify PDOM of programmatic 
details to determine whether training credit is applicable for these 
informal programs. 

 

 Approve or deny employee training requests, subject to both 
employee and organizational needs, as well as to available funding 

 

 Consider how approval of elective training might impact availability of 
funding for required training 

 

 Ensure that employees comply with the provisions of the policy and 
procedures stated herein 

 

Note: Except for intra-office training (discussed later in this section), 
management shall ensure that employees submit all their requests for 
training to the Division of Professional Development and Organizational 
Management (PDOM) so that the division can ensure proper scheduling, 
enrollment, funding source, etc.  Under no circumstances should an 
employee attend any training event without receiving prior to the event 
an official notification of approval from PDOM or through the Kentucky 
Enterprise Learning Management System (KELMS):  
 
https://business.kytc.ky.gov/apps/kytcu/KELMS-Train/Pages/Kelms.aspx 

  
PDOM 
RESPONSIBILITIES PDOM serves as the administrator of the Cabinet’s training program and 

as the Cabinet liaison with educational institutions, federal and state 
agencies, and other training resource agencies. Specifically, PDOM has the 
responsibility to: 

 

 Collaborate with offices and departments to determine required 
training in preparation for budget proposals to the Office of Budget and 
Fiscal Management 
 

 Administer the budgets (both General Fund and federal funds) 
allocated for Cabinet training 
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PDOM 
RESPONSIBILITIES (CONT.) 

 Oversee the official training records for Cabinet employees 
 

 Prioritize training requests 
 

 Deliver training related to Cabinet policies and procedures, office skills, 
and other job-related issues 

 

 Make a reasonable effort to locate desired training for requests that 
PDOM cannot provide 

 

 Pay registration fees for persons attending required outside training, 
subject to budgetary constraints and Cabinet priorities 

 

 Assist offices and departments in the development of specialized in-
house training workshops, including course development and 
preparation of objectives, outlines, agendas, and evaluations 

 

 Serve as a resource to the district offices to ensure they: 
 

♦ Facilitate assessments of district training needs 
 

♦ Prioritize those needs 
 

♦ Seek desirable sources to meet those needs 
 

♦ Maintain training records for district personnel 
 
TRAINING WITHIN 
STATE GOVERNMENT For training opportunities within state government, the Cabinet’s PDOM 

staff conducts training workshops to provide communication and 
understanding of Cabinet policies and procedures and state regulations 
and statutes. Moreover, the Cabinet has a contract with the Personnel 
Cabinet’s Governmental Services Center (GSC) to provide job-related 
technical training.  

 

PDOM and GSC provide catalogs, schedules, and procedures on their 
respective websites: 

 

PDOM = https://business.kytc.ky.gov/work/KYTCURedesign/ 
_layouts/15/start.aspx#/ 

 

GSC = https://gsc.personnel.ky.gov/Pages/default.aspx 
 

GSC is located in the Academic Services Building on the campus of 
Kentucky State University (KSU), 400 East Main Street, Frankfort.  KSU 
requires parking permits, which protect visitors from receiving parking 
tickets and paying towing fees.  Training attendees may receive parking 
permits via email, along with notification of the scheduled classes. Permits 
are also available in the classrooms of the scheduled classes. 

https://business.kytc.ky.gov/apps/kytcu/Pages/Home.aspx
https://gsc.personnel.ky.gov/Pages/default.aspx
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TRAINING OUTSIDE 
STATE GOVERNMENT Before submitting requests for training opportunities outside state 

government, the requesting office or department shall determine whether 
or not: 

 

 PDOM or GSC can provide the desired training 
 

 A contract with an external vendor that can provide the training exists 
 

 Training resources outside state government include, but are not limited 
to, the following: 

 

 Kentucky Transportation Center:  The Kentucky Technology Exchange 
Program at the center is designed to foster and improve information 
exchange among state and local governments and private industry.  
Training offered through the center includes workshops on roadway signs 
and markings, work zone traffic control, managing people, pavement 
maintenance and rehabilitation, computer familiarization, and others. 

 

National Highway Institute (NHI):  NHI offers many programs available to 
Cabinet employees.  PDOM maintains a catalog of courses and routes 
announcements of course offerings to management personnel. 

 

American Civil Engineering Center (ACEC): ACEC offers courses in 
MicroStation, InRoads Technology, and other engineering-related topics. 

  

To establish a contract for training services with an external vendor, the 
requesting office or department shall submit requests for use of a sole-
source vendor to PDOM at least 7 weeks prior to the date of the training 
event. To establish a contract with a vendor that is not sole-source, PDOM 
requires submission of requests at least 10 weeks prior to training date. 

 

For the contract, the requesting office or department shall provide the 
following information about the external training services to PDOM: 

 

 Name of workshop 
 

 Estimated length 
 

 Estimated cost 
] 

 Detailed explanation of the topic to be provided in the training 
 

 Deadline for completion 
 

 Vendors who can provide training (list as many viable sources as 
possible with justification if they are considered sole-source vendors) 

 

 Preferred location 
 

 Number of employees to be trained 
 

 Funding source 
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REQUIRED/ELECTIVE 
TRAINING & 
TRAVEL COSTS Required training is job-related training that the Cabinet deems mandatory 

for continued operations.  Training necessary for employees to perform, 
or to continue to perform, their assigned job tasks as outlined on their 
position descriptions (PDs) is considered required training. For this 
training, PDOM shall pay from its training budget the costs for registration 
and for any required training materials upon receipt of: 

 

 Appropriate training request with sufficient justification and all 
signature approvals required on the request 

 

 Evidence of attendance  
 

If the required training calls for travel, the requesting office or department 
shall pay all travel-related costs and allow employees to use regular work 
time (and accrue compensatory time as necessary) to attend the required 
training. 

 
 Elective training is job-related training that employees or their supervisors 

may deem a benefit for, or an enhancement of, their assigned job tasks 
but not a requirement for continuing to perform them. For this training, 
PDOM does not pay any of the costs from its training budget. However, 
the employees’ office or department head, or designee, has discretionary 
authority to approve use of regular work schedule, as well as accrual of 
compensatory time, to attend the training and to bear the costs of any or 
all of the following: 

 

 Registration fees for the training course 
 

 Any materials required for the training course 
 

 Travel, lodging, food, and other travel-related expenses 
 

If the elective training calls for travel, employees shall complete the 
applicable travel documentation and follow the approval procedures as 
outlined in the Accounts Manual. 

 
If the external vendor provides continuing education units (CEUs) for 
Cabinet training, employees shall pay for any additional costs related to 
receiving CEUs. The Cabinet is not accredited to provide CEUs for training 
that it conducts. 

 
 
 
 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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COMPENSATORY 
TIME The Cabinet approves compensatory time for required training that 

extends beyond the employees’ assigned work schedules. Supervisors 
shall adjust employees’ work schedules to avoid compensatory time when 
possible. Approval of compensatory time for elective training is at the 
discretion of the office or department head, or designee. 

 
If employees, while in travel status, take part in activities normally done 
outside scheduled work hours (for example, playing in a golf tournament), 
participation in such activities is not considered work time. 

 
INTERNAL TRAINING For requesting internal training (PDOM or GSC): 
 

1. The employee shall complete TC 12-243 form, Internal Training 
Request (Exhibit 9031), and submit the document to his or her 
supervisor. 

 
2. Upon providing signature approval, the supervisor shall submit the 

training request to his or her office/department/division head for 
signature approval, who in turn submits the request to KYTC Internal 
Training Requests mailbox (in the global listing). 

 
3. A staff member of PDOM shall enroll the employee and notify him or 

her by email identifying the course title, location, date, and time of the 
class. PDOM encourages all employees to read the emails carefully 
because occasionally the location of a class may change. 

 
EXTERNAL TRAINING For requesting external training from a current Cabinet-contracted vendor 

(KTC, NHI, ACEC, etc.): 
 

1. The employee shall complete Part I and Part II of the TC 12-242 form, 
External Training Request (Exhibit 9032), sign in Part III, and submit it 
to his or her supervisor at least 60 days prior to the start of the training 
event or in time to meet early registration (whichever comes first). 

 
2. Upon providing signature approval in Part III, the supervisor shall 

submit the training to his or her office or department head, or 
designee, for signature approval to authorize the request for the 
training and the use of office or department funds to cover the costs 
of the training (if other Cabinet training funding sources are not 
applicable) and all travel-related costs. 
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EXTERNAL TRAINING (CONT.) 
3. Upon providing signature approval in Part III, the office or department 

head, or designee, shall submit the training request to the Assistant 
Director, or designee, of PDOM at least 10 days prior to the training 
event or scan the request in an email to KYTC External Training 
Requests mailbox (in the global listing). If applicable, evidence of out-
of-state travel approval (a forwarded email from the Office of Budget 
and Fiscal Management is sufficient) shall accompany the request. 

 

Note: For information on out-of-state travel authorization, see the 
Accounts Manual. 

 

4. PDOM shall notify the employee and his or her supervisor of the final 
decision, with instructions on how to proceed. The office or 
department responsible for paying the costs of the training shall 
ensure registration of the approved employees for the training. 

 

MULTIPLE ATTENDEES 
FROM SAME OFFICE 
FOR SAME EVENT If an internal or external training event has more than 10 prospective 

attendees of the same training event under the purview of the same 
supervisor, the supervisor may choose to complete the appropriate 
training authorization and registration form (TC 12-242 or TC 12-243) with 
his or her personal information on Page 1 of the form and with a list of the 
names and employee identification numbers of all the prospective 
attendees on Page 2. 

 

The supervisor shall secure signature approval from his or her 
office/department/division head and then submit the form to PDOM. 
Upon review, PDOM shall notify the supervisor who, in turn, shall notify 
the prospective attendees, with instructions on how to proceed. 

 

INTRA-OFFICE 
TRAINING Some Cabinet offices/departments/divisions conduct their own training 

for their staffs only and bear all costs for the training. Such training is 
considered intra-office training and does not require the submission of an 
official request for approval and enrollment from PDOM. 

 

Upon completion of an intra-office training event, the office/ 
department/division head of the organizational unit conducting the 
training shall follow the procedure pertaining to post-training (see below) 
to ensure accurate transcripts of training credit in KELMS. 

  

Note: If the host office decides to invite employees who are not part of its 
staff to attend the training, the event is no longer intra-office training but 
an internal or external training event that requires signature approvals 
from multiple supervisors and therefore completion of the applicable TC 
12-242 or TC 12-243 and submission to PDOM for processing (see above). 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf
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POST-TRAINING Upon completion of any training event: 
 

1. The employee shall submit evidence of completion to his or her 
supervisor within 10 working days. 

 
2. The supervisor shall forward evidence of completion to the Assistant 

Director, or designee, of PDOM within 5 working days. 
 

3. PDOM shall retain all records and forms associated with the 
completion of the training event. 

 
4. PDOM shall ensure training credit is recorded in the Kentucky 

Enterprise Learning Management System (KELMS). 
 

5. PDOM shall conduct periodic audits to ensure compliance. 
 
CANCELLATION 
PROCEDURE If the employee cannot attend an approved training, he or she shall inform 

his or her supervisor and PDOM in writing (email preferred, sent to KYTC 
Internal Training Requests or KYTC External Training Requests mailbox in 
the global listing) within 2 working days prior to the training date to give 
the Cabinet time to possibly elicit a substitution. 

 
For example, if an employee is scheduled to attend a workshop at 
8:30 a.m. on Monday but needs to cancel attendance, the 
employee shall contact the training provider via email by 8:30 a.m. 
on the preceding Thursday. 

 
Employees shall select “read receipt” for cancellation emails and keep all 
correspondence regarding the workshop cancellation. Oral 
communication by telephone or in person is unacceptable. PDOM shall 
record as a no-show any employee failing to cancel his or her confirmation 
or request to attend training. The employee’s office or department may be 
held responsible for the cost of the training if the employee fails to comply 
with the cancellation procedure. 

 
 

 
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PERSONNEL 

Chapter 
 

TRAINING & LICENSING 

Subject 
 

Scholarship Programs 

REGULATORY 
AUTHORITY  603 KAR 8:010 
 
PURPOSE  The Transportation Cabinet offers two scholarship programs: 
 

 Civil Engineering Scholarship Program 
 Civil Engineering Technology Scholarship Program 

 
The primary purpose of the scholarship programs is to recruit and retain 
highly qualified Kentucky  residents  to serve as  statewide civil engineers 
or civil engineering technologists. 

 
RESPONSIBILITIES  The Secretary of Transportation shall be responsible for approving requests 

for  scholarships  in civil engineering,  in civil engineering  technology, or  in 
other branches of engineering when a need exists in the Cabinet. 

 
The  State Highway Engineer  shall be  responsible  for  the overall policies, 
guidance,  administration,  and  proper  utilization  of  the  scholarship 
programs. 

 
The  Cabinet  and  any  university  or  college  participating  in  the  programs 
shall  enter  into  a  written  agreement  that  states  that  the  university  or 
college agrees to accept the following responsibilities: 

 
 Appoint  a  scholarship  selection  committee  from  the  faculty  of  the 

university or college department to receive and review applications for 
scholarships  and  make  recommendations  for  awards  to  the  State 
Highway Engineer 

 
 Notify  all  successful  applicants  of  requirements  for  enrollment  and 

attendance at the university or college 
 

 Provide  academic  guidance  and  counseling  to  each  scholarship 
recipient 
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RESPONSIBILITIES (CONT.) 
 

 Provide  to  the  Cabinet  semester  grades,  semester  grade‐point 
averages,  and  overall  grade‐point  averages  for  each  scholarship 
student 

 
 Aid  the  Cabinet  in  overall  coordination  of  the  program  and  provide 

space for meetings 
 

 Notify the Cabinet immediately if any scholarship student fails to enroll  
in or attend the university or college or leaves the university or college 

 
Students selected for the Civil Engineering Scholarship Program have the 
opportunity  to secure a bachelor’s degree  in civil engineering at one of 
the following universities: 

 
 University of Kentucky 

 

 University of Louisville 
 

 Western Kentucky University 
 

Students may  also  study  pre‐engineering  at  Kentucky  State University, 
another Kentucky  state  college or university, or a Kentucky Community 
and  Technical  College  and  complete  the  degree  at  the  University  of 
Kentucky, the University of Louisville, or Western Kentucky University. 

 
Students  selected  for  the  Civil  Engineering  Technology  Scholarship 
Program  have  the  opportunity  to  secure  an  associate’s  degree  in 
engineering technology at a Kentucky Community and Technical College. 

 
ELIGIBILITY  To be eligible for a scholarship, an applicant shall be one of the following: 
 

 A senior attending an accredited Kentucky high school or a high school 
graduate who  is a resident of Kentucky with a minimum ACT score of 
24 

 
 A  university  or  college  student  enrolled  in  pre‐engineering,  civil 

engineering, or engineering  technology who  is a resident of Kentucky 
and who has a grade‐point average of 2.5 
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SCHOLARSHIP 
APPLICATION  An  eligible  applicant  shall  complete  a  scholarship  application  to  the 

university or college of his or her choice and submit it to:  
 

Transportation Cabinet 
Office of Human Resource Management, 6th Floor West 
Scholarship Coordinator 
200 Mero Street 
Frankfort, KY 40622 

 
Applications are available at the address above or online at: 

 
http://transportation.ky.gov/Education/Pages/default.aspx 
 

SCHOLARSHIP AWARD  The  State  Highway  Engineer  awards  scholarships  in  accordance  with 
recommendations  by  the  university  scholarship  selection  committees, 
except in either of the following situations: 

 
 The  number  of  scholarships  may  be  reduced  because  of  funding 

limitations. 
 

 The  Cabinet  may  deny  a  scholarship  to  any  student  whose 
performance  during  work  assignments  with  the  Cabinet  has  been 
unsatisfactory. 

 
BENEFITS  Benefits are as follows: 
 

 Subject to the availability of funds and changes in the cost of attending 
the universities, benefits for the scholarship students shall consist of a 
stipend  paid  at  the  beginning  of  the  fall  semester  and  of  the  spring 
semester. 

 
 The Cabinet does not pay a semester stipend for summer school unless 

the student attends the University of Louisville  full time  (minimum of 
12 hours). 

 
 Students may be placed in summer work assignments in the Cabinet’s 

Central Office or in one of the twelve highway district offices provided 
they remain in compliance with scholarship requirements. 

 
 
 
 
 

http://transportation.ky.gov/Education/Pages/default.aspx
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REQUIREMENTS OF 
SCHOLARSHIP 
STUDENTS  An applicant who is awarded a transportation scholarship shall: 
 

 Apply,  be  accepted,  and  enroll  as  a  full‐time  student  in  pre‐
engineering, civil engineering, or engineering technology at a university 
with a written agreement with the Transportation Cabinet 

 

 Pay all university tuition and fees, room, board, and book costs 
 

 Execute with  the Cabinet a contract  that  requires at a minimum  that 
the scholarship recipient: 

 

 Provide the Cabinet, on request, copies of all grade reports  issued 
by the university 
 

 Pursue a degree in civil engineering or engineering technology on a 
full‐time basis and maintain adequate grades as established by the 
Cabinet 

 

 Work one calendar year  for the Cabinet after graduation  for each 
academic  year  a  scholarship  was  received  (employment  by  any 
other agency of state government shall not satisfy this obligation) 

 

Note:   Work  performed  as  a  seasonal  employee  during  times  a 
scholarship  student  is  not  in  school  shall  not  count  toward  the 
student's work obligation. However, if a student fails to complete a 
degree  in  civil  engineering  or  engineering  technology  but 
subsequently  becomes  a  permanent  full‐time  employee  of  the 
Transportation Cabinet, work performed as a permanent  full‐time 
employee  shall  satisfy  the  student's work obligation on a month‐
for‐month basis. 

 

 Refund all  scholarship monies  received  if he or  she breaches  the 
scholarship program contract 

 

 Forfeit or refund the scholarship monies in the event he or she: 
 

 Resigns  from  the  Cabinet  or  the  scholarship  program  before 
completing the work obligation 

 Fails to make adequate grades 

 Fails  to  remain  in  school  full  time  pursuing  a  degree  in  civil 
engineering or engineering technology 

 Is dismissed after permanent employment due  to violation of 
any  personnel  statutes  or  administrative  regulations  before 
completing the work obligation 

 
 

 
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Advanced Leadership Academy 

PURPOSE The Advanced Leadership Academy (ALA) identifies and develops the 
employee leadership skills essential to the success of future operations of 
the Transportation Cabinet. 

SCOPE The ALA is a one-year program designed to focus on expanding and 
enhancing leadership skills of Cabinet employees. The program provides 
experiential training opportunities (both in the classroom and in the field), 
mentor interactions, job-shadowing opportunities, and group and 
individual studies. 

The maximum enrollment in the academy year is 20, and graduation from 
the academy requires of each participant 90 percent attendance.  

PROVISIONS Submission of application does not guarantee acceptance into the 
academy.  Employees may reapply each academy enrollment cycle. 

Selection into or graduation from the academy does not ensure the 
participant or graduate of a promotion, a reclassification, or any other 
preferential treatment.  Likewise, denial of, removal from, or lack of 
participation in the academy does not exclude any participant or graduate 
from opportunities for promotion or reclassification within the scope of 
merit laws and regulations. 

Attendance in the academy does not relieve participants of their current 
job duties. Participants shall carry out all normal duties as assigned. 
Participation in this program shall not cause undue hardship to the 
Cabinet, any organizational unit within the Cabinet, or coworkers. 

CANDIDATE ELIGIBILITY To be eligible for the academy, a candidate shall: 

 Have a 2-year or 4-year degree or a professional license (experience
substituted on a year-for-year basis)

 Hold a position of Grade 15 or higher (exceptions to be reviewed by
the ALA Selection Committee)
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CANDIDATE 
ELIGIBILITY (CONT.) 

 Have worked for Transportation Cabinet for the previous 2 years 
 Have successfully completed the Leadership Character training series 

(GAP-512) and Leadership Influence training series (GAP-513) 
 Submit a complete application packet that includes: 

 
♦ Completed TC 12-208 form, Advanced Leadership Academy 

Application (Exhibit 9033), signed and dated by the candidate and 
his or her first- and second-line supervisors 

♦ Completed leadership questionnaire 
♦ Supervisor recommendation 

 
 Participate in an interview with the ALA Selection Committee, if 

deemed necessary 
 

Exceptions: The candidate’s second-line supervisor shall submit in writing 
to the Division of Professional Development and Organizational 
Management (PDOM) justification for considering the candidate for 
acceptance into ALA who does not meet the established criteria.  Criteria 
for exceptions that the ALA Selection Committee may consider include 
the candidate’s: 

 
 Past job experiences or positions held 
 Current job duties 
 Programmatic responsibilities 

 
SELECTION COMMITTEE 
ROLE The membership of the ALA Selection Committee consists of the: 
 

 ALA Coordinator, Chairperson 
 Cabinet Secretary or Deputy Secretary, or Designee(s) 
 State Highway Engineer/Selected Department or Office Heads, or 

Designees 
 Office of Human Resource Management Designee(s) 
 ALA Oversight Committee Representative(s) 

 
The committee selects candidates for the academy on the basis of: 

 
 Qualifications/Experience 
 Leadership questionnaire 
 Interview results (if applicable) 
 Equitable representation across organizational units of the 

Transportation Cabinet 



TRAINING & LICENSING 

Advanced Leadership Academy GAP-503 
 

 

06/23  Page 3 of 5 

SELECTION COMMITTEE 
ROLE (CONT.) Note: Per its Equal Employment Opportunity (EEO) policy, the Cabinet 

treats employees “impartially and without regard to race, color, religion, 
national origin, sex, age, disability, sexual orientation, or veteran status in 
all aspects of selection for training programs and career development 
within the Cabinet.” 

 

ALA OVERSIGHT 
COMMITTEE ROLE The ALA Oversight Committee consists of: 
 

 ALA Coordinator, Chairperson 
 A representative sampling from previous graduating classes  

 

Note: Each graduating class selects a graduate to serve on the ALA 
Oversight Committee. 

 

The ALA Oversight Committee assists in: 
 

 Developing curriculum for program 
 Interviewing and selecting candidates 
 Resolving disputes or grievances 
 Determining cause for dismissal of a participant from the academy 

 

PDOM ROLE PDOM shall: 
 

 Establish and maintain guidelines 
 Coordinate program 
 Develop curriculum, select speakers, and provide practical 

experiences, with assistance from the Cabinet’s major organizational 
units and the ALA Oversight Committee 

 Establish evaluation process and criteria and oversee participants’ 
progress 

 Record participant progress and compliance to program guidelines and 
report to the ALA Oversight Committee 

 Serve as a liaison between participants, mentors, and supervisors 
 Recommend ongoing program needs to appropriate committee 
 Develop mentor training and follow-up 
 Provide administrative support (scheduling, maintaining records, 

purchasing supplies, etc.) 
 

PARTICIPANT ROLE The ALA participant shall: 
 

 Coordinate work schedule and ALA schedule with first-line supervisor 
 Keep supervisor informed of academy activities and obligations 
 Adhere to academy attendance and participation requirements 
 Select a mentor and schedule and attend monthly interactions 
 Keep a log of the monthly interactions with mentor 
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MENTOR ROLE The mentor shall: 
 

 Be in a leadership position on a career path that is similar to or desired 
by the ALA participant 

 Agree to adhere to the established mentoring guidelines as presented 
by the ALA participant  

 Meet with the ALA participant according to an agreed-upon schedule 
that results in 10 hours of interaction before graduation (monthly 
meetings highly recommended) 

 Provide ALA coordinator written feedback on interaction with the 
participant 

 
ROLE OF PARTICIPANT’S 
SUPERVISOR The ALA participant’s supervisor shall: 
 

 Coordinate job duties and workflow 
 Respect ALA training time 
 Assess progress and provide feedback to candidate 

 
ROLE OF SPONSOR Each office or department with an ALA participant becomes a sponsor, 

which shall assume the costs of: 
 

 Travel (in-state and out-of-state) associated with Central Office and 
district office exchanges 

 Accommodations necessary for participation in the ALA  
 
ROLE OF CABINET The Cabinet shall: 
 

 Assure funding for and support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
CAUSES FOR 
DISMISSAL The Cabinet may dismiss an ALA participant from the program for the 

following infractions: 
 

 Excessive absenteeism (absent more than a total of 10 percent of the 
program’s pre-established course time. 

 
Note:  The ALA Oversight Committee may review participants with 
extenuating circumstances regarding absenteeism and recommend 
remedial actions to compensate for absences up to 10 percent of pre-
established course time. 
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CAUSES FOR 
DISMISSAL (CONT.) 

 Disciplinary action 
 Decision by participant’s supervisor 
 Decision by the Executive Director of the Office of Human Resource 

Management to modify or rescind a participant’s involvement upon 
determination that involvement no longer benefits the Cabinet 

 Violations of GAP-801 policy 
 Participant’s self-dismissal 

 
The participant will receive an official written notification of dismissal, a 
copy of which will be forwarded to the participant’s supervisor. 

 
 

 
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STAR Program 

PURPOSE The STAR (Supervisor Training & Resources) Program serves as the 
Transportation Cabinet’s primary source of supervisory training for 
Cabinet personnel.  The program offers an in-depth orientation to the 
responsibilities and expectations of those who oversee and evaluate the 
job performances of others. 

SCOPE The STAR Program consists of courses designed specifically to develop 
and enhance supervisory skills and to increase understanding of Cabinet 
policies and procedures, thereby ensuring compliance with state and 
federal statutes and regulations. 

Certification from the program requires 100 percent attendance.  Upon 
completion of the program, participants receive a certificate of 
achievement. 

Courses include but are not limited to such subjects as: 

 Employee Compliance
 Selection & Hiring Process
 Performance Matters
 Workplace Conduct
 Attendance and Leave Reporting
 Reasonable Suspicion
 Antiharassment/Workplace Violence Prevention
 Leadership Essentials

REQUIRED 
PARTICIPATION The Cabinet requires all employees newly appointed or promoted to a 

management role to complete the program’s required courses within 12 
months of their appointment or promotion. 
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VOLUNTARY 
PARTICIPATION Nonsupervisory employees may apply to the STAR Program.  The Office 

of Human Resource Management’s Professional Development Branch 
(PDB) evaluates these requests on a case-by-case basis. 

 
If an employee in a nonsupervisory role is promoted to a supervisory role 
and has completed any courses in the STAR program within the last 12 
months prior to their promotion, those courses will count towards their 
STAR program requirement. Any classes completed beyond the 12-month 
period are required to be repeated. 

 
Participation in the program does not ensure the participant or graduate 
of a promotion, a reclassification, or any preferential treatment in the 
selection and hiring process, nor does lack of participation in the program 
exclude any employee from opportunities for promotion or 
reclassification within the scope of merit laws and regulations. 

 
The program does not relieve participants of their current job duties. 
Participants shall perform all normal duties as assigned.  Participation in 
this program shall not cause undue hardship to the Cabinet, any 
organizational unit within the Cabinet, or coworkers. 

 
ROLE OF PARTICIPANT The STAR participant shall: 
 

 Complete the TC 12-269, STAR Program Enrollment Request (Exhibit 
9044), obtain signature approval from supervisor, and submit request 
to PDOM 

 Coordinate work schedule with his or her supervisor 
 Adhere to program attendance and participation requirements 

 
ROLE OF PARTICIPANT’S 
SUPERVISOR The STAR participant’s supervisor shall: 
 

 Coordinate job duties and workflow 
 Accommodate STAR training time 

 
ROLE OF PDOM The Division of Professional Development and Organizational 

Management (PDOM) shall: 
 

 Establish and maintain program guidelines 
 Coordinate program enrollment 
 Develop and deliver program curriculum 
 Establish evaluation process and criteria and oversee participants’ 

progress 
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ROLE OF PDOM 
(CONT.) 

 Record participants’ progress and compliance to program guidelines 
 Provide administrative support (scheduling, maintenance of records, 

purchase of supplies, etc.) 
 

PDOM provides more program details, including course descriptions and 
a class schedule, online at: 

 
https://business.kytc.ky.gov/work/KYTCURedesign/_layouts/15/start.a

spx#/SitePages/STAR.aspx 
 
ROLE OF CABINET The Cabinet shall: 
 

 Support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
 

 
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Roadmap Program 

 

PURPOSE The Roadmap Program is a series of courses designed to help entry- to 
mid-level Transportation Cabinet employees develop and expand their 
administrative skills and maximize their potential as governmental 
administrators. 

 

SCOPE Roadmap consists of 12 required half-day courses.  Students receive 3.5 
hours of training credit for completion of each required half-day course.  
Graduation from the program requires 100 percent attendance of the 
required courses.  Opportunities to attend courses are available 
throughout the year.  

 

PROVISIONS The Roadmap Program is open to all Cabinet employees who have 
supervisor approval to attend.  However, the number of participants for 
each enrollment period is limited. 

 

Participation in the program does not ensure the participant or graduate 
of a promotion, a reclassification, or any preferential treatment in the 
selection and hiring process, nor does lack of participation in the program 
exclude any employee from opportunities for promotion or 
reclassification within the scope of merit laws and regulations. 

 

The program does not relieve participants of their current job duties. 
Participants shall perform all normal duties as assigned.  Participation in 
this program shall not cause undue hardship to the Cabinet, any 
organizational unit within the Cabinet, or coworkers. 

 
CANDIDATE 
ELIGIBILITY All Cabinet employees are eligible to apply to the program.   
 
ROLE OF PARTICIPANT The Roadmap participant shall: 
 

 Complete the TC 12-270, Roadmap Program Enrollment Request 
(Exhibit 9045), obtain signature approval from supervisor, and submit 
request to PDOM 

 Coordinate work schedule with his or her supervisor 
 Adhere to program attendance and participation requirements 
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ROLE OF PARTICIPANT’S 
SUPERVISOR The Roadmap participant’s supervisor shall: 
 

 Coordinate job duties and work flow 
 Accommodate Roadmap training time 

 
ROLE OF PDOM The Division of Professional Development and Organizational 

Management (PDOM) shall: 
 

 Establish and maintain program guidelines 
 Coordinate program enrollment 
 Develop and deliver program curriculum 
 Establish evaluation process and criteria and oversee participants’ 

progress 
 Record participants’ progress and compliance to program guidelines 
 Provide administrative support (scheduling, maintenance of records, 

purchase of supplies, etc.) 
 

PDOM provides more program details, including course descriptions and 
a class schedule, online at: 

 

https://business.kytc.ky.gov/apps/kytcu/kytctng/Pages/Roadmap.aspx 
 
ROLE OF CABINET The Cabinet shall: 
 

 Support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
 

 
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Professional Licenses & Certifications 
 

 
CONDITION OF 
EMPLOYMENT The Transportation Cabinet reimburses employees for the costs incurred 

to acquire and maintain professional licenses or certifications (excluding 
the common driver’s license) if the job specifications of their current 
positions require them as a condition of their employment and if 
employees comply with all the provisions herein.  Reimbursement is 
limited to the costs for the required routine physical examination and the 
fees for no more than two attempts at obtaining/renewing the 
professional license or certification for any one cycle. Costs for additional 
attempts in that cycle rest solely with the employees. 

 
The Cabinet continues reimbursement as long as the employee remains 
in a position requiring the license or certification.  If an employee moves 
to a position that no longer requires the license or certification but would 
like it to remain current, the employee shall bear all the costs of renewal. 

 
Note: Obtaining/renewing a license or certification required for special 
circumstances not included as part of a job classification requires 
approval from the Cabinet Secretary or the State Highway Engineer.   

 
 

AUTHORIZATION To request authorization for obtaining a professional license or 
certification and subsequent reimbursement, each employee shall: 

 

1. Obtain written pre-approval via email or memorandum from his or 
her office or department head verifying that the class specification of 
the employee’s current position requires the license/certification as a 
condition of employment, detailing all costs for acquiring or renewing 
it, including, but not limited to, the costs of required: 

 

 Written/oral examinations 
 Skills tests 
 Physical examinations 
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AUTHORIZATION (CONT.) 
 

2. Fulfill requirements for the license/certification, pay for expenses of 
securing it, and obtain receipts of payment for reimbursement 

 

Note: For licenses/certifications requiring physical examinations (see 
GAP-507 for more details about CDLs), employees shall be 
reimbursed up to $150.00 for the physicals.  However, the Cabinet 
cannot reimburse for physical examinations paid through an 
employee’s flexible spending account (FSA) or health reimbursement 
account (HRA) or for additional health-related examinations, 
treatments, etc., discovered during the routine physical examination. 

 

3. Complete and sign the TC 31-21 form, Travel Reimbursement Request 
(Exhibit 9035) 

 

4. Attach original printed receipts or other evidence of payment 
required for obtaining or renewing  the license/certification 

5. Attach a copy of official evidence of successful licensure/certification 
 

6. Submit all documentation described above to the Office of Human 
Resource Management for review and approval 

 

Note: The deadline for submission of all correct documentation for 
reimbursement is 6 months from the date of payment by the employee 
as indicated by the original receipt or other evidence of payment. 
Without proof of extenuating circumstances, failure to comply with the 
deadline will result in Cabinet denial of reimbursement. 

 

The Office of Human Resource Management shall: 
 

1. Review all documentation for compliance with the class specification 
and with the requirements for reimbursement stated above 

 

2. Process approved documentation through eMARS 
 

3. Submit the TC 31-21 form to the Division of Accounts to signify 
approval (or return to the employee upon denial, along with an 
explanation for denial) 

 
LEAVE TIME The Cabinet allows employees to attend initial appointments for 

knowledge examinations, skills tests, physical examinations, etc., 
required for acquiring or renewing a professional license or certification 
without having to use personal leave time.  However, if an employee 
needs to repeat any examination due to unsuccessful initial results, he or 
she shall use personal annual or compensatory leave. 
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TRAVEL EXPENSES The Cabinet bears no responsibility for any travel costs incurred for 
acquiring or maintaining professional licenses or certifications.  The 
Cabinet prohibits the use of a state vehicle for completing any 
requirement for obtaining or renewing a license or certification.  Travel 
costs rest solely with employees. 

 
ELECTIVE LICENSURE The Cabinet is under no obligation to bear employee costs of any 

professional licensure/certification that is not a condition of 
employment.  Employees shall bear the costs with the use of personal 
funds and personal time. 

 
For elective professional licensure/certification that an office or 
department head may deem beneficial for their employees in the 
conduct of their duties, or in the best interest of the Cabinet, but that the 
Cabinet does not require as a condition of employment, the office or 
department head has discretionary authority to approve use of regular 
work schedule and to bear the costs of any or all of the expenses 
(excluding travel expenses) for acquiring or renewing the elective 
professional licensure/certification. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 
 

Subject 
 
 

Commercial Driver’s License (CDL) 

 
CONDITION OF 
EMPLOYMENT The Cabinet reimburses employees for certain costs incurred to acquire 

and maintain a commercial driver’s license (CDL) if the class specifications 
of their current positions require it as a condition of their employment and 
if employees comply with all the provisions herein. The Cabinet continues 
reimbursement as long as the employee remains in a position requiring the 
CDL.  If an employee moves to a position that no longer requires the license 
but still would like it to remain current, the employee shall then bear all 
costs related to renewal. 

 
This policy also pertains to employees who are not assigned to 
maintenance units but who volunteer and are approved by the 
Department of Highways to perform snow and ice removal and other 
maintenance activities as needed.  Such employees shall obtain written 
pre-approval via email or memorandum from his or her office or 
department head to apply for the CDL. 
 
Reimbursement is limited to the costs for the required routine physical 
examination (up to $150.00 every 22 months) and to Cabinet-specified 
fees for obtaining/renewing the CDL. 

 
ACQUIRING & 
RENEWING CDL To apply for a CDL or the renewal of a CDL, an employee shall: 
 

1. Pass a physical examination given by a medical examiner certified in 
performing examinations for CDL drivers. Employees have two options 
for securing the physical examination: 

 
 Option A: Have the office coordinator schedule the employee to 

take the physical examination during working hours at a Cabinet-
contracted health facility, at Cabinet expense. 
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ACQUIRING & 
RENEWING CDL (CONT.) 

 Option B: Schedule and take the physical examination at another 
health facility with a medical examiner certified in performing 
examinations for CDL drivers. Before scheduling an appointment, 
employees shall ensure the medical examiner has this certification. 
If the examiner does not have it, any physical examination 
performed would be invalid, and employees would be unable to 
apply for their CDLs or to receive reimbursement. 

 
Note: The National Registry of Certified Medical Examiners is 
available online at: 

 
https://nationalregistry.fmcsa.dot.gov/NRPublicUI/home.seam 

 
Employees may take the examination during working hours, pay 
the costs, and request reimbursement.  Without the proper 
certification of the medical examiner, however, the examination is 
not valid, and employees would be unable to apply for their CDLs 
or to receive reimbursement.  Reimbursement procedures and 
limits are discussed below. 

 
Note: The Cabinet cannot reimburse payments made through an 
employee’s flexible spending account (FSA) or health 
reimbursement account (HRA) due to Internal Revenue Service 
(IRS) regulations governing the use of FSAs and HRAs. These 
accounts are designed for the benefit of the employee to pay for 
allowable healthcare costs that are not reimbursable by the 
Cabinet or are not covered by health insurance plans. Furthermore, 
the Cabinet cannot reimburse for additional health-related 
examinations, treatments, etc., discovered during the routine 
physical examination. 

 
2. Obtain a MCSA-5876 form, Medical Examiner’s Certificate (for 

Commercial Driver Medical Certification) (Exhibit 9034), completed by 
the certified medical examiner 

 
3. If intending to request reimbursement as applicable, obtain a printed 

receipt of payment that shows employee’s name, date of service, proof 
of payment, and reason for visit (CDL/DOT physical) 

 
 
 

https://nationalregistry.fmcsa.dot.gov/NRPublicUI/home.seam
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ACQUIRING & 
RENEWING CDL (CONT.)

4. Return a copy of the completed MCSA-5876 form and, if applicable, the
TC 31-50 form, License Expense Reimbursement Request (Exhibit
9006), along with the original printed receipt of payment for the
physical examination, to his or her office coordinator

5. Provide the completed MCSA-5876 form to his or her local Circuit Court
Clerk’s office and complete the required CDL application there

6. Pass a knowledge test, in written or oral form, and a vision test

Note:  Hazardous Material Endorsement requires employees to pass a
written test. To prepare for CDL testing, the employee may refer to the
Commercial Driver License Manual maintained by the Kentucky State
Police at the following website:

https://www.kentuckystatepolice.ky.gov/driver-testing 

7. Receive from the Circuit Court Clerk’s office a CDL instruction permit
(valid for 6 months) for successful completion of the steps above

Note: Employees shall hold the permit for at least 10 days prior to
taking the road skills test.  To schedule a road skills test, the employee
shall contact the Kentucky State Police at (800) 542-5990.

8. Pass the required road skills tests to meet job requirements

9. Pay for all Cabinet-specified costs related to securing the CDL
(excluding Cabinet-contracted physical examinations); obtain printed
receipts of payment, with breakdown of expenses; and request
reimbursement

CDLs shall be renewed every eight years; however, to remain valid during 
that period, CDL holders shall ensure that their Medical Examiner’s 
Certificate (MCSA-5876 form) remains current during the entire eight-year 
period.  CDL holders will upload required documentation to the Division of 
Driver Licensing using the MYCDL/Document Upload Portal as follows: 

 Create a Kentucky Business One Stop account at www.onestop.ky.gov

 Submit required documents via the MYCDL/Document Upload Portal
at http://mycdl.ky.gov

https://www.kentuckystatepolice.ky.gov/driver-testing
https://onestop.ky.gov/Pages/default.aspx
https://apps.transportation.ky.gov/cdl/
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REIMBURSEMENT OF 
CDL-RELATED FEES The Transportation Cabinet reimburses employees for the following fees 

incurred for acquiring or renewing the CDL: 
 

 CDL Application 
 CDL Instruction Permit 
 Original CDL 
 Transfer CDL 
 Transfer CDL Instruction Permit 
 Skills and Knowledge Testing for CDL Permit 
 Tanker Endorsement 
 Hazmat Endorsement 
 Combination/Brake 
 Physical Examination (if applicable) 

 
Note:  Eligible employees may receive up to $150.00 every 22 months 
for required CDL physicals. 

 
To request reimbursement, the CDL licensee shall: 

 
1. Complete and sign the TC 31-50 form to request reimbursement for 

the CDL-related fees or submit all documentation via AgilePoint 
 

Note:  Employees without state or personal emails need to include a 
completed TC 31-50 form with their reimbursement request 
documentation.  The form is not required when submitting 
documentation via AgilePoint. 

 
2. Attach the following: 

 
a. Original printed receipt, with breakdown of expenses, as evidence 

of payment 
 

b. Copy of MCSA-5876 form, Medical Examiner’s Certificate 
 

c. Copy of new CDL 
 

d. Written pre-approval from the office or department head if the 
license is not required by job classification 

 
3. Submit the documentation through the proper channel of approval for 

processing in draft status in eMARS at the district-office level 
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DISTRICT OFFICE 
RESPONSIBILITIES To ensure employees are properly reimbursed, the district office 

coordinator shall: 
 

1. Process all CDL-related reimbursement requests, including those for 
physical examinations, in draft status in eMARS, per instructions from 
the Organizational Management Branch 

 
2. Electronically submit documents related to the CDL reimbursement to 

the Organizational Management Branch via AgilePoint or email for final 
processing and approval 

 
Note: If an employee obtains the physical examination through a 
Cabinet-contracted health facility, the employee is not eligible for 
reimbursement because he or she incurs no costs.  For such 
employees, the district office coordinator shall provide the 
Organizational Management Branch the name of the Cabinet-
contracted health facility the employee attended and the specific 
reason for the visit to the facility.  This information will help in 
reconciling the billing from the Cabinet-contracted health facility. 

 
The deadline for submission of all correct documentation for 
reimbursement is 6 months from the date of payment by the employee as 
indicated by the original receipt or other evidence of payment. Without 
proof of extenuating circumstances, failure to comply with the deadline 
will result in Cabinet denial of reimbursement. 

 
The district office shall maintain files of MCSA-5876 forms received from 
employees.  OHRM may periodically request reports from the district 
office to ensure employee compliance with licensure requirements. 

 
LEAVE TIME The Transportation Cabinet allows employees to attend initial 

appointments for knowledge examinations, skills tests, physical 
examinations, etc., required for acquiring or renewing the CDL without 
having to use personal leave time.  However, if an employee needs to 
repeat any examination due to unsuccessful initial results, he or she shall 
use personal annual or compensatory leave and bear all costs for retesting. 

 
TRAVEL EXPENSES The Cabinet bears no responsibility for any travel costs incurred for 

acquiring or maintaining the CDL.  Travel costs rest solely with employees. 
Except for the road skills test, the Cabinet prohibits the use of a state 
vehicle for completing any requirement for obtaining or renewing a CDL. 
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SUSPENSION OR 
REVOCATION OF CDL Every state employee whose duties require a CDL or any other driver’s 

license shall comply with all Kentucky statutes and regulations pertaining 
to the maintenance of a valid CDL or a valid driver’s license. 

 
If a state employee’s CDL or driver’s license is suspended or revoked, the 
employee shall notify his or her supervisor of the suspension or revocation 
on the employee’s next scheduled workday. 

 
During the time of the license suspension or revocation, the Cabinet shall 
prohibit the employee from operating any state-owned vehicle or 
equipment requiring a valid CDL or driver’s license. 

 
For more information about policies regarding the use of state vehicles, 
employees may refer to GAP-1104-2 or contact the Finance and 
Administration Cabinet, Division of Fleet Management, at any of the 
following: 

 
 https://finance.ky.gov/office-of-the-secretary/office-of-fleet-

management/Pages/fleet-guidance-and-rates.aspx 
 

 369 Warsaw Street, Frankfort, Kentucky  40601 
 

 Phone: 502-564-2260 
 

 Fax:  502-564-2010 
 
POLICY VIOLATION Violation of this policy constitutes grounds for disciplinary action, up to 

and including dismissal from the Cabinet (see GAP-901, “Employee 
Discipline”). 

 
 

 

finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/fleet-guidance-and-rates.aspx
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 
 

Subject 
 

Notary Public Commission Fees 
 

 
NOTARY PUBLIC 
COMMISSION Upon prior approval by the Appointing Authority, the Cabinet bears the 

costs of obtaining and renewing notary public commissions in order to 
provide notary services for the Cabinet. 

 

The procedure for obtaining a notary public commission is as follows: 
 

1. Upon authorization by the Appointing Authority, the employee from a 
requesting office or department shall: 

 

a. Complete an application from either the Secretary of State’s office 
or any county clerk’s office 

b. Submit the application to the Secretary of State, Frankfort, 
Kentucky, for approval 

 

2. The requesting office or department shall: 
 

a. Request the Secretary of State’s office to complete an ITI 
(interaccount) document in eMARS 

b. Pay the fee by completing and submitting an ITA document in 
eMARS 

 

3. The Secretary of State shall send the commission to the county clerk’s 
office, which, in turn, shall notify the applicant of the Secretary’s 
approval. 

 

4. Before receiving the commission from the county clerk’s office, the 
applicant shall obtain a bond as prescribed by the county and shall 
pay a county fee.  The applicant may purchase the notary seal locally.  
The requesting office or department shall reimburse the applicant for 
the county fee by completing and submitting a TP Travel 
Reimbursement Request. 

 

Commissions are valid for a four-year period.  The same procedure is to 
be followed for the reappointment of a notary public. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 
 

Subject 
 

Professional Organization Fees 
(Membership Dues, Meetings, Conferences) 

 

 
PROFESSIONAL 
ORGANIZATIONS The Transportation Cabinet is under no obligation to bear employee costs 

of membership dues to professional organizations or the expenses for 
attending meetings or conferences of professional organizations.  
Employees shall bear the costs with the use of personal funds and 
personal time. 

 
If an office or department head deems membership in a professional 
organization or attendance of meetings or conferences of a professional 
organization beneficial in the conduct of the duties of the office or 
department, or in the best interest of Cabinet operations, the office or 
department head has discretionary authority to: 

 
 Approve use of regular work schedule, as well as accrual of 

compensatory time 
 

 Bear the costs of any or all of the expenses for membership in a 
professional organization or for attendance of meetings or 
conferences of a professional organization, which may include 
registration fees, costs of materials, and travel-related costs (travel, 
lodging, food, etc.) 

 
Note: If a conference includes workshops, seminars, classroom 
presentations, etc., of required job-related training in which attendees 
learn the skills or acquire the knowledge to do their current jobs, the 
Cabinet may use training funds designated for required training to pay for 
conference expenses, excluding travel-related costs (GAP-501 details 
required- training requests). 

 
TRAVEL EXPENSES  If attendance of a meeting or conference of a professional organization 

calls for travel, employees shall pay for all travel-related expenses.  
Employees shall secure printed receipts as proof of payment for later 
reimbursement if office or department head has granted pre-approval for 
such reimbursement. 
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TRAVEL EXPENSES 
(CONT.) To request reimbursement for travel expenses from the office or 

department funds, employees shall: 
 

1. Complete TC 31-21 form, Travel Reimbursement Request (Exhibit 
9035) 

 
2. Attach the original printed receipts or other evidence of payment 

 
3. Submit the documentation to the office or department head for final 

approval and payment 
 

Note: The deadline for submission of all correct documentation for 
reimbursement is 6 months from the date of payment by the employee 
as indicated by the original receipt or other evidence of payment. 
Without proof of extenuating circumstances, failure to comply with the 
deadline will result in Cabinet denial of reimbursement. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 

Subject 
 

Guiding Potential Supervisors (GPS)  
Program 

 

PURPOSE The Guiding Potential Supervisors (GPS) Program is a series of training 
courses designed for employees who aspire to become supervisors.  The 
program offers insight into the skills and traits necessary to be an 
effective manager and leader of personnel.   

 

SCOPE The GPS Program consists of 6 half-day classroom courses and 2 online 
videos designed specifically to develop and enhance leadership and 
supervisory skills.   

 

Students receive 3.5 hours of training credit for completion of each half-
day course. Certification from the program requires 100 percent 
attendance.  Upon completion of the program, participants receive a 
certificate of achievement. 
 

Courses include but are not limited to such subjects as: 
 

 Dealing with Difficult Behavior 
 Effective Communication 
 Employee Engagement 
 Forward Thinking 
 Supervisors’ Secrets to Success 
 First 90 Days 

 

PROVISIONS The GPS Program is open to all Cabinet employees who have supervisor 
approval to attend.  However, the number of participants for each 
enrollment period is limited.      

 

Participation in the program does not ensure the participant or graduate 
of a promotion, a reclassification, or any preferential treatment in the 
selection and hiring process, nor does lack of participation in the program 
exclude any employee from opportunities for promotion or 
reclassification within the scope of merit laws and regulations. 

 

The program does not relieve participants of their current job duties. 
Participants shall perform all normal duties as assigned.  Participation in 
this program shall not cause undue hardship to the Cabinet, any 
organizational unit within the Cabinet, or coworkers. 
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CANDIDATE ELIGIBILITY Candidates shall be nominated for participation in the program by their 
supervisors.  There is no other requirement for eligibility. 

 
ROLE OF PARTICIPANT The GPS participant shall: 
 

 Complete the TC 12-275, GPS Program Enrollment Request (Exhibit 
9046), obtain signature approval from supervisor, and submit request 
to PDOM 

 Coordinate work schedule with his or her supervisor  
 Adhere to program attendance and participation requirements 

 
ROLE OF PARTICIPANT’S 
SUPERVISOR  The GPS participant’s supervisor shall: 
 

 Coordinate job duties and work flow 
 Accommodate GPS training time 

 
ROLE OF PDOM The Division of Professional Development and Organizational 

Management (PDOM) shall: 
 

 Establish and maintain guidelines 
 Coordinate program enrollment 
 Develop and deliver program curriculum  
 Establish evaluation process and criteria and oversee participants’ 

progress 
 Record participants’ progress and compliance to program guidelines  
 Provide administrative support (scheduling, maintenance of records, 

purchase of supplies, etc.) 
 

PDOM provides more program details, including course descriptions and 
a class schedule, online at: 

 
https://business.kytc.ky.gov/work/KYTCURedesign/_layouts/15/start.

aspx#/SitePages/GPS.aspx 
 
ROLE OF CABINET The Cabinet shall: 
 

 Support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
 

 

https://business.kytc.ky.gov/apps/kytcu/kytctng/Pages/GPS.aspx
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

TRAINING & LICENSING 

Subject 

Bridging Opportunities 
Training Program (BOTP) 

PURPOSE The Bridging Opportunities Training Program (BOTP) is intended to provide 
opportunities to nontraditional students in post-secondary degree 
programs to gain experience and insight into the variety of careers 
available with the Kentucky Transportation Cabinet (KYTC).   

MISSION This paid internship program provides qualified students opportunities to 
work alongside highly skilled KYTC professionals, gain hands-on 
experience, interact with experts and peers, and expand their professional 
network. 

GENERAL 
GUIDELINES The BOTP is offered 3 times per year, with a maximum enrollment of 10 

interns per term. 

 Term 1:  Fall
 Term 2:  Spring
 Term 3:  Summer

Participation in this program shall not cause undue hardship to KYTC, any 
organizational unit within KYTC, or coworkers, nor does it relieve 
participants of their current academic responsibilities. 

Participation in the program does not provide the participants any 
preferential treatment in KYTC’s selection and hiring process. 

The Office of Civil Rights and Small Business Development (OCRSBD) 
provides additional details at: 

http://transportation.ky.gov/Education/Pages/Bridging-
Opportunities-Training-Program.aspx 

https://transportation.ky.gov/Education/Pages/Bridging-Opportunities-Training-Program.aspx
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APPLICANT ELIGIBILITY 
REQUIREMENTS Applicants shall meet the following requirements to be eligible for BOTP: 

 Have a 2.5 GPA or higher

 Be enrolled as a full-time undergraduate or graduate student at a
Kentucky college or university during the term of the internship

 Have earned at least 30 undergraduate semester hours

APPLICATION 
PROCESS Applicants shall submit: 

 Completed TC 18-15 form, Bridging Opportunities Training  Program
Application-College Program (Exhibit 9043), signed and dated by the
applicant

 Unofficial transcript

 Resume or curriculum vitae (CV)

 One letter of recommendation from a nonfamily member, ideally from
a professor, advisor, or some other professional affiliation

 Personal statement explaining why they applied to BOTP and how
being a nontraditional student will impact their public service

ROLE OF INTERNS Interns shall: 

 Provide work area supervisor and BOTP coordinator with copies of 
their current class schedule

 Adhere to KYTC, OCRSBD, and work area policies and procedures

 Adhere to KYTC dress code policy unless advised differently by the 
BOTP coordinator, OCRSBD’s Civil Rights Branch Manager, and work 
area supervisor

 Submit a completed TC 18-22 form, Bridging Opportunities Training 
Program-Expectation & Participation Acknowledgment (Exhibit 9048) 
to the BOTP coordinator

 Select a set work schedule of either 2 or 3 days per week and keep this 
schedule for the duration of the term
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ROLE OF INTERNS 
(CONT.) 

 Submit a completed timesheet in KHRIS for approval by the Civil Rights
Branch Manager

 Work no more than 24 hours per week unless preapproved by the
BOTP coordinator, Civil Rights Branch Manager, and work area
supervisor.

 Attend and participate in mandatory, bi-weekly, intern group meetings

 Obtain preapproval from the work area supervisor and BOTP
coordinator for any changes to schedule, requests for time off, or
requests to work overtime

 Notify work area supervisor and BOTP coordinator if they are unable
to arrive at work on time or want to leave work early

 Perform on-site work at their designated work location

Note: Internships are not eligible for telecommuting privileges.

ROLE OF BOTP 
COORDINATOR 

At the end of each term, interns shall submit a completed TC 18-27 
form, Bridging Opportunities Training Program – Intern Self-Assessment 
(Exhibit 9050), to their supervisors.  Supervisors will submit the form to 
the BOTP coordinator. 

The BOTP coordinator shall: 

 Process intern applications—coordinating with OHRM and work area
supervisors as needed—and complete administrative tasks related to
the BOTP process, including the BOTP Application Summary

 Maintain regular communication with interns during the term, acting
as point of contact for interns

 Conduct bi-weekly group meetings and assigns professional
development training, tasks, or assignments

 Facilitate placement of interns in work areas and coordinate with work
area supervisors regarding intern work schedules
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ROLE OF BOTP 
COORDINATOR (CONT.) 

 Schedule meetings with work area supervisors, at least once monthly,
to gain feedback on intern job performance and to address any issues
or concerns

 Attend internship and career fairs to provide information to
prospective applicants at Kentucky colleges and universities

 Contacts the Office of Human Resource Management’s (OHRM’s)
Employee Compliance Branch regarding disciplinary issues

ROLE OF WORK AREA 
SUPERVISORS  A work area supervisor shall: 

 Discuss with intern the office/department procedures (developing
official work schedule, signing in and out, reporting tardies and
absences, etc.)

 Provide assignments that extend the length of the agreed-upon
intern’s work schedule, with one 15-minute break per 3 hours

 Meet with the BOTP coordinator, at least monthly as scheduled, to
provide feedback on intern job performance and to address any issues
or concerns

 Report to the BOTP coordinator any disciplinary or job performance
issues regarding the intern

ROLE OF CIVIL RIGHTS 
BRANCH MANAGER  The OCRSBD’s Civil Rights Branch Manager shall enter and approve intern 

timesheets in KHRIS and assist with other administrative and program 
tasks as needed, such as purchasing supplies and submitting orders for 
program materials. 

ROLE OF OHRM OCRSBD shall collaborate with OHRM to ensure that intern applications 
are properly processed for administrative purposes.  OHRM shall provide 
technical assistance to ensure compliance with regulations, statutes, and 
Personnel Cabinet guidelines for the necessary position actions (such as 
payroll, timesheet processing, and other personnel actions). 
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ROLE OF KYTC KYTC shall: 

 Support the goals of the BOTP

 Uphold the principles of best-performance practices for the
organization and for BOTP participants

INTERNSHIP 
COMPLETION 

PROGRAM & POLICY 
NONCOMPLIANCE 

At the end of program participation, interns shall submit a complete TC 18-
28 form, Bridging Opportunities Training Program – Intern Exit Survey 
(Exhibit 9051), to their supervisors.  Supervisors will submit this form 
and a completed TC 18-29 form, Bridging Opportunities Training 
Program – Work Area Supervisor Intern-Exit Survey (Exhibit 9055), to 
the BOTP coordinator. 

Interns shall adhere to all BOTP guidelines and professional standards.  To 
maintain a constructive and respectful learning environment, the BOTP 
follows a progressive accountability policy for violations of expectations, 
including but not limited to attendance issues, unprofessional conduct, or 
breach of KYTC policies.  A breach of KYTC policies may be referred to 
OHRM and may result in the following: 

Step 1: Verbal warning and documentation of the incident or issue 

Step 2: Written warning outlining the concern and expectations for 
improvement 

Step 3: Dismissal from BOTP 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 

Subject 
 

Leadership Character Program 
 

 

PURPOSE The Leadership Character Program is a series of courses designed to help 
KYTC employees develop their leadership knowledge, skills, and abilities. 
This program will focus on developing their leadership character.   

 
SCOPE The Leadership Character Program consists of 5 classes. Students receive 

3.0 hours of training credit for completion of each required classes. 
Certification from the program requires 100 percent attendance of the 
required courses and completion of outside assignments. Opportunities 
to attend courses are available throughout the year.   

 
PROVISIONS The Leadership Character Program is open to all Cabinet employees who 

have supervisor approval to attend.  However, the number of participants 
for each enrollment period is limited.      

 

Participation in the program does not ensure the participant or graduate 
of a promotion, a reclassification, or any preferential treatment in the 
selection and hiring process, nor does lack of participation in the program 
exclude any employee from opportunities for promotion or 
reclassification within the scope of merit laws and regulations. 

 

The program does not relieve participants of their current job duties. 
Participants shall perform all normal duties as assigned.  Participation in 
this program shall not cause undue hardship to the Cabinet, any 
organizational unit within the Cabinet, or coworkers. 
 

CANDIDATE ELIGIBILITY All Cabinet employees are eligible to apply to the program. 
 
ROLE OF PARTICIPANT The Leadership Character Program participant shall: 
 

 Complete the TC 12-288, Leadership Character Program Application 
(Exhibit 9100), obtain signature approval from supervisor, and submit 
request to PDOM 

 Coordinate work schedule with his or her supervisor  
 Adhere to program attendance and participation requirements 
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ROLE OF PARTICIPANT’S 
SUPERVISOR  The Leadership Character Program participant’s supervisor shall: 
 

 Coordinate job duties and workflow 
 Accommodate Leadership Character Program time 

 
ROLE OF PDOM The Division of Professional Development and Organizational 

Management (PDOM) shall: 
 

 Establish and maintain program guidelines 
 Coordinate program enrollment 
 Develop and deliver program curriculum  
 Establish evaluation process and criteria and oversee participants’ 

progress 
 Record participants’ progress and compliance to program guidelines  
 Provide administrative support (scheduling, maintenance of records, 

purchase of supplies, etc.) 
 
ROLE OF CABINET The Cabinet shall: 
 

 Support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

TRAINING & LICENSING 

Subject 
 

Leadership Influence Program 
 

 

PURPOSE The Leadership Influence Program is a series of training courses designed 
to help KYTC employees develop their leadership knowledge, skills, and 
abilities in leading others through influence. 

 
SCOPE The Leadership Influence Program consists of 5 classes. Students receive 

3.0 hours of training credit for completion of each required classes. 
Certification from the program requires 100 percent attendance of the 
required courses and completion of outside assignments.   

 
PROVISIONS The Leadership Influence Program is open to all Cabinet employees who 

have supervisor approval to attend.  However, the number of participants 
for each enrollment period is limited.      

 
Participation in the program does not ensure the participant or graduate 
of a promotion, a reclassification, or any preferential treatment in the 
selection and hiring process, nor does lack of participation in the program 
exclude any employee from opportunities for promotion or reclassification 
within the scope of merit laws and regulations. 

 
The program does not relieve participants of their current job duties. 
Participants shall perform all normal duties as assigned.  Participation in 
this program shall not cause undue hardship to the Cabinet, any 
organizational unit within the Cabinet, or coworkers. 
 

CANDIDATE ELIGIBILITY All Cabinet employees are eligible to apply to the program. 
 
ROLE OF PARTICIPANT The Leadership Influence Program participant shall: 
 

 Complete the TC 12-289, Leadership Influence Program Application 
(Exhibit 9101), obtain signature approval from supervisor, and submit 
request to PDOM 

 Coordinate work schedule with his or her supervisor  
 Adhere to program attendance and participation requirements 
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ROLE OF PARTICIPANT’S 
SUPERVISOR  The Leadership Influence Program participant’s supervisor shall: 
 

 Coordinate job duties and workflow 
 Accommodate Leadership Influence Program time 

 
ROLE OF PDOM The Division of Professional Development and Organizational 

Management (PDOM) shall: 
 

 Establish and maintain program guidelines 
 Coordinate program enrollment 
 Develop and deliver program curriculum  
 Establish evaluation process and criteria and oversee participants’ 

progress 
 Record participants’ progress and compliance to program guidelines  
 Provide administrative support (scheduling, maintenance of records, 

purchase of supplies, etc.) 
 
ROLE OF CABINET The Cabinet shall: 
 

 Support the goals of the program 
 Uphold the principles of best-performance practices for the 

organization and for the participants 
 Formally recognize achievement of program participants 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

Subject 

Overview 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 18A.095, KRS 18A.110, 101 KAR 2:180 

PURPOSE Supervisors in Kentucky state government are required to evaluate 
eligible employees’ performances of their assigned job duties.  Used 
appropriately, this performance evaluation system: 

 Improves communication with employees

 Helps employees understand their job duties, the priorities of those
duties, and the expectations of their supervisors

 Provides employees with a thorough review of their performances by
documenting strengths and weaknesses for each category on the
performance plan, thereby justifying the annual performance rating

 Gives supervisors a mechanism for redirecting employees toward
improvement in areas in which supervisors identify weaknesses

 Provides necessary documentation for supervisors to make objective
personnel decisions such as reclassifications, promotions, demotions,
and disciplinary actions

COMPLIANCE The Office of Human Resource Management (OHRM) monitors and 
administers the employee performance evaluation system for the 
Transportation Cabinet according to statutory and regulatory authority. 

The Personnel Cabinet requires the Transportation Cabinet to report 
compliance of the four phases of the evaluation program: 

TIMELINE FOR PERFORMANCE EVALUATIONS 
Phase I: Performance Planning January 1–January 31 
Phase II: Mid-year Interim Review July 1–July 31 
Phase III: End-of-year Interim Review January 1–January 31 (following year) 
Phase IV: Year-End Evaluation January 1–January 31 (following year) 



http://www.lrc.ky.gov/statutes/statute.aspx?id=1360
http://www.lrc.ky.gov/statutes/statute.aspx?id=44266
http://www.lrc.ky.gov/kar/101/002/180.htm
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GENERAL ADMINISTRATION & 

PERSONNEL

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Employee Eligibility 

 
 

ELIGIBILITY  The following employees are eligible to receive performance evaluations: 
 

 All  full‐time  merit  employees  who  have  completed  their  initial 
probationary period prior  to  January 1 of  the evaluation period and 
who  have  remained  in  continuous  merit  status  throughout  the 
performance year 

 
 All eligible merit employees on probation as a result of promotion or 

reinstatement with status and no break in service 
 

 All employees who have transferred  into the Transportation Cabinet 
and are otherwise eligible 

 
 All  employees  who  have  returned  to  work  from  leave  (excluding 

education  leave) with  or without  pay  during  the  evaluation  period 
and are otherwise eligible 

 
EMPLOYEES ON 
APPROVED LEAVE  Employees  on  military  leave  for  the  entire  performance  period  shall 

receive  an  annual performance  evaluation  for  the  year  consistent with 
what  the  employees would  have  earned with  “reasonable  certainty”  if 
the  employees  had  remained  continuously  employed  throughout  the 
entire performance year.  Generally, the rating would be the same as the 
rating for the previous performance year. 

 
  Employees on any other  type of  leave  for  the entire performance  year 

shall not receive an annual performance evaluation for the year. Instead, 
the  evaluator  shall  place  a memorandum  in  the  employees’  personnel 
files explaining that the employees were on leave for the entire year and 
will therefore not be receiving an annual performance evaluation for the 
year.  
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EMPLOYEES ON 
APPROVED LEAVE 
(CONT.)  Employees  on  leave  for  a  partial  year  for  any  reason  shall  receive  an 

annual performance evaluation based on expectations and performance 
during the time the employees worked. If an employee is on leave for an 
entire  interim,  the  evaluator  shall  state  in  the  interim  comments, 
“Employee was on leave during this entire interim period.”  The evaluator 
shall sign and date the interim document in red. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Transferees 

 
FILES OF  
TRANSFEREES When eligible employees transfer within the Transportation Cabinet, 

their former supervisors shall ensure that the employees’ new 
supervisors receive the employees’ evaluation files (the original 
performance plans, original interim-meeting documentation, and any 
other performance notes). 

 

When eligible employees transfer from one state agency to another, their 
former supervisors shall immediately forward the transferees’ evaluation 
files (the original performance plans, original interim-meeting 
documentation, and any other performance notes) to the evaluation 
liaison of their own agency, who in turn shall forward the documentation 
to the evaluation liaison of the new agency to ensure that the 
transferees’ new supervisors receive the documentation for the year-end 
evaluation.   
 

The new supervisors shall develop appropriate performance plans for the 
transferees for the new positions within 30 days after the transfer and 
retain both the old and new evaluation documentation in their files until 
the year-end evaluation. 

 

Upon failure to receive the transferees’ original documentation from the 
former office, the new supervisors shall contact OHRM’s evaluation 
liaison to obtain the information. 

 
INTERIM REVIEWS When an eligible employee transfers either within the agency or from 

one agency to another: 
 

 On May 1 or on November 1 of the performance period, the new 
supervisor shall complete the interim review 

 

Note:  If the transfer is only temporary, the former supervisor shall 
complete the interim review, but the new supervisor shall develop a 
new performance plan for the temporary assignment within 30 days 
of the transfer. 
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INTERIM REVIEWS 
(CONT.) 

 After May 1 or after November 1 of the performance period, the 
supervisor from whom the employee transfers shall complete the 
interim review prior to the transfer 

 
YEAR-END 
EVALUATIONS When an eligible employee transfers either within the agency or from 

one agency to another agency after November 1 of the performance 
period, the former supervisor shall complete the year-end evaluation 
prior to the transfer. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

Subject 

Supervisor Responsibilities 

ORIENTATION FOR 
NEW EMPLOYEES Within 30 calendar days after new employees complete initial probation, 

supervisors shall: 

1. Advise new employees to take the required orientation course on the
employee performance evaluation system, located at:

https://personnel.ky.gov/Pages/learning-PerfEval-EE.aspx 

2. Have employees sign the Employee Orientation Acknowledgment Form
– New Employee Performance Evaluation System (Exhibit 9036) upon
completion of the course

3. Provide a copy of the signed acknowledgment to the employees, and
retain the original in the employees’ evaluation files

4. Submit the original signed acknowledgment with the new employees’
first year-end evaluation documents to the evaluation liaison in the
Cabinet

5. Provide employees a copy of the Employee Performance Evaluation
Handbook, located at:

https://intranet.kytc.ky.gov/org/OHRM/pdom/Pages/Employee-
Performance-Evaluations.aspx 

EVALUATION 
TRAINING Per Personnel Cabinet requirements, supervisors shall complete 

supervisor evaluation training prior to completion of any employee’s 
evaluation documents (performance plans, interim reviews, and annual 
performance evaluations). OHRM and the Personnel Cabinet offer the 
required training course, “Performance Matters,” periodically throughout 
the year. 

https://personnel.ky.gov/Pages/learning-PerfEval-EE.aspx
https://intranet.kytc.ky.gov/org/OHRM/pdom/Pages/Employee-Performance-Evaluations.aspx
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DEVELOPING 
EVALUATIONS OHRM requires evaluators to meet with their supervisors prior to meeting 

with their employees to review performance plans and the year-end 
evaluations.  Moreover, OHRM strongly encourages similar meetings for 
the July and January interim reviews. 

 
PERFORMING 
EVALUATIONS Evaluators for the year-end evaluations are the first-line supervisors if they 

have supervised employees for a minimum of 60 calendar days during the 
performance year.  If first-line supervisors do not meet the 60-day 
requirement, evaluators are the next-line supervisors that meet the 
requirement. 

 
Evaluators shall complete year-end performance evaluations for all eligible 
employees no later than January 31. 
  

EVALUATION 
DEADLINES  The Employee Performance Evaluation Program consists of two major 

completion deadlines: 
 

1. Mid-Year Interim (deadline July 31) 
 

2. End-of-Year Interim, Year-End Evaluation, and New Performance 
Plan (deadline January 31) 

 
The Cabinet evaluation liaisons will determine and announce submittal 
deadlines and required documentation for the mid-year interim (in 
August) and for the end-of-year interim, year-end evaluation, and new 
performance plan (in February). 

 
NONCOMPLIANCE  For failure to comply with the established criteria of the evaluation 

program, including the established deadline of each phase, the evaluator 
may have his or her rating for the evaluation duty reduced. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Performance Planning 

PERFORMANCE 
PLAN MEETING  Evaluators  shall meet with  their  supervisors prior  to meeting with  their 

employees  to  review  and  discuss  performance  plans  for  their  eligible 
employees.   The purpose of  the meeting  is  to ensure  that performance 
plans  are  consistent with  employees’  position  descriptions.    Evaluators 
shall  then  meet  with  their  eligible  employees  to  review  and  further 
prepare  the  performance  plans.    They  shall  prepare  the  plans  no  later 
than  January  31,  or  as  soon  as  employees  on  sick,  family  medical, 
military,  voting,  or  jury  leave  during  the  performance  planning  period 
return to work. 

 
DEVELOPING 
PERFORMANCE PLANS  To prepare performance plans, evaluators and employees  shall  refer  to 

the employees’ current position descriptions (PDs) to determine job tasks 
for Page 1 of the Annual Employee Performance Evaluation form (Exhibit 
9037) and weight the tasks consistently with the PDs.  Expectations shall 
be measurable,  reflect  the expected  results  for an  “Adequately Meets” 
performance rating, and be weighted in order of importance of each job 
task, with 70 points distributed accordingly. 

 
Evaluators may modify  job  tasks any  time during  the evaluation period. 
Changes shall be: 

 
 Noted on the evaluation form 

 

 Consistent with the position description 
 

 Initialed  and  dated  in  red  by  employees,  evaluators,  and  next‐line 
supervisors 

 
Performance plans  for all eligible supervisors shall  include  the  following 
expectations at the bottom of Page 1, with a delegation of 10 points: 
 
 “Completes  all  required  performance  evaluation  system  trainings, 

meetings, and documentation as outlined by 101 KAR 2:180” 

http://www.lrc.ky.gov/kar/101/002/180.htm
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DEVELOPING 
PERFORMANCE 
PLANS (CONT.) 
 

 “Exercises  and  demonstrates  fair  and  equitable  treatment  of  all 
employees in accordance with all federal and state employment laws  
and  related  Executive  Orders,  including  the  agency’s  policies, 
guidelines, and procedures” 

 
  Supervisors shall use the standardized expectations for all employees as 

they  appear  on  Page  2  of  the  evaluation  form  for  the  following 
categories: 

 
 Adaptability/Initiative (9 points) 

 

 Communication/Teamwork (9 points) 
 

 Self‐Management (12 points) 
 
ACCOMPANYING 
DOCUMENTATION  Supervisors  shall  include  a  copy  of  any  required  acknowledgment 

documentation along with the performance plans. 
 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Interim Meetings 

SUPPORTING 
DOCUMENTATION  At  each  of  the  interim  review  phases,  evaluators  shall  provide 

documentation  supporting  their  reviews  for  each  of  the  four  major 
categories: 

 

 Job Tasks 
 Adaptability/Initiative 
 Communication/Teamwork 
 Self‐Management 

 

Providing such documentation enables evaluators to better determine and 
support the year‐end overall ratings. 

 

GENERAL 
REQUIREMENTS  In July and January of each year, evaluators shall: 
 

 Document  job  performances  on  Pages  3  and  4  respectively,  with 
sufficient  detailed  information  that  discusses  both  positive  and 
negative performance aspects for each job task on Page 1 and for each 
category on Page 2, all of which shall be used to determine and justify 
the year‐end evaluation 

 

 Meet  face‐to‐face  with  employees  and  discuss  job  performance 
strengths and weaknesses 

 

Note:  OHRM  strongly  recommends  but  does  not  require  that 
supervisors  provide  employees with  the  TC  12‐274  form,  Employee 
Performance Self‐Evaluation  (Exhibit 9098),  to  complete and  submit 
prior  to meeting with  them.   The  feedback on  this  form may  foster 
improved communication in the meetings, effect greater awareness of 
job  performances,  and  aid  in  writing  the  interim  comments.  
Supervisors are not required to submit this form to OHRM with official 
evaluation documentation.  However, employees may request that the 
TC 12‐274 form be attached to the interim and thus become a part of 
the employee’s permanent file.  Supervisors shall maintain completed 
employees’ performance self‐evaluations in their employees’ files. 

GENERAL 
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REQUIREMENTS (CONT.) 
 Advise employees of ways to  improve their  job performances and,  if 

necessary,  develop  a  written  plan  to  improve  performance  by 
completing the Performance Improvement Plan (Exhibit 9038) 

 

Note: OHRM recommends keeping a Performance Incident Log (Exhibit 
9039) throughout the year so that supervisors have a written record of 
job‐related incidents to reference during interim meetings and to use 
in  developing  a  Performance  Improvement  Plan  if  necessary.    The 
“Performance Matters” training provides tips and techniques to use for 
improving job performances. 

 

 For employees serving suspensions: 
 

 Document  all  employee  suspensions  on  the  applicable  interim 
review using the following statement: “Notice: The employee was 
suspended during this interim review period.” 

 

 Enter the notice of suspension in the performance‐related category 
or job tasks category of the interim documentation 

 
 Obtain employees’ signatures in red on Pages 3 and 4 of the evaluation 

form as required at each meeting 
 

Note:  If an employee refuses to sign, obtain a witness signature in red 
for the applicable page. 
 

 For employees on leave for an entire interim: 
 

 Document by  stating  “Employee was on  leave during  this entire 
interim period.” 

 

 Sign and date the interim document in red 
 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

Subject 

Year-End Review 

GENERAL 
INFORMATION Evaluators shall complete year-end performance evaluations for all 

eligible employees no later than January 31.  For the year-end review, 
evaluators shall: 

1. Evaluate employees’ job performances within each category for the
entire year (January 1—December 31)

2. Assign a rating for each category on Pages 1 and 2 of the evaluation
form and an overall final rating of job performance on Page 5

3. Complete the “Final Performance Evaluation” (A and B) on Page 5

4. Meet and discuss the final ratings with the next-line supervisor prior
to meeting with employees

5. Meet face-to-face with employees to discuss ratings, identify any
appropriate corrective measures, and develop a Performance
Improvement Plan if needed

6. Ask employees to complete the Final Performance Evaluation (C),
“Employee Response”

Note:  Both evaluators and employees shall sign and date the
evaluation form in red.  Employees’ signatures do not necessarily
indicate agreement with the evaluation—only that they have
reviewed the rating.  If employees refuse to sign, evaluations are not
eligible for reconsideration. A witness signature in red is required
when employees refuse to sign.

7. Complete the reconsideration process, if requested
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SUPPORTING 
DOCUMENTATION FOR 
“OUTSTANDING” 
RATING If employees receive the highest overall rating, “Outstanding,” on their 

year-end evaluations, but existing documentation does not support this 
rating, supervisors shall attach additional documentation that justifies 
the employees’ greatly exceeding the expectations identified. 

 
PROCEDURES FOR 
EMPLOYEE RECEIVING 
“UNACCEPTABLE” 
RATING If employees receive the lowest overall rating, “Unacceptable,” on their 

year-end evaluations, and existing documentation supports this rating, 
supervisors shall complete and submit through the appropriate levels of 
approval the TC 12-227 form, Request for Corrective Action or Major 
Disciplinary Action (Exhibit 9040). 

 
GAP-901 details the disciplinary procedure. Pursuant to 101 KAR 2:180 
Section 8, if an employee receives an overall rating of “Unacceptable,” 
the Cabinet shall either demote the employee to a position 
commensurate with his or her skills and abilities or dismiss the employee. 

 
FAILURE TO SUPPORT 
FINAL RATING Supervisors who fail to document performance in a way that clearly 

supports the final rating shall be evaluated accordingly on their own 
employee performance evaluations and may be subject to disciplinary 
action. 

 
 

 

http://www.lrc.ky.gov/kar/101/002/180.htm
http://www.lrc.ky.gov/kar/101/002/180.htm
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Reconsideration Process 

  
 

ELIGIBILITY Employees who disagree with any part of the year-end evaluation may 
request reconsideration. 

 
INITIAL 
RECONSIDERATION Employees shall request initial reconsideration by their evaluators within 

5 working days of receiving the evaluation by checking the appropriate 
box in the “Final Performance Evaluation” (C) on Page 5.  

 
 Note: Employee signature is required within 5 work days of the 

evaluation meeting date to request reconsideration. 
 

Evaluators shall respond within 5 working days of receiving a request 
from employees. 

 
After initial reconsideration, evaluators shall check either the “No change 
on evaluation” or “Change on evaluation” box under “Results of Initial 
Reconsideration” in the “Final Performance Evaluation” (D) and shall sign 
and date in red. Employees shall check “Agree with Results of Initial 
Reconsideration,” “Disagree with Results of Initial Reconsideration but 
Accept,” or “Disagree with Results of Initial Reconsideration and request 
reconsideration by next line supervisor” box and shall sign and date in 
red. 

 
Evaluators and employees shall initial and date any changes on the 
evaluation in red. 

 
FINAL 
RECONSIDERATION An employee may request reconsideration by his or her next-line 

supervisor within 5 working days after the results of the initial 
reconsideration.  If the employee requests reconsideration, the next-line 
supervisor shall either (1) meet individually with the employee and 
evaluator or (2) request a written statement from both the employee and 
evaluator. 
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FINAL 
RECONSIDERATION 
(CONT.) Within 15 working days upon receipt of an employee request for 

reconsideration, the next-line supervisor shall: 

 Provide to the employee and the evaluator a written response, which
shall be attached to the Annual Employee Performance Evaluation
form and become part of the employee’s personnel file

 Check either the “No Change on Evaluation” or “Change on
Evaluation” box under “Results of Final Reconsideration” (E) on Page
5 and shall sign and date in red

 Have the evaluator and employee initial and date any changes on the
evaluation in red

PERSONNEL BOARD 
APPEAL Employees may file a Personnel Board appeal if they have received a less 

than “Good” overall rating and have exhausted the reconsideration 
process. 

If employees decide to file an appeal, they shall file within 60 calendar 
days of final reconsideration by mailing Personnel Cabinet’s Form 18, 
Appeal Form (Exhibit 9041), to the address provided on the form.  The 
Personnel Cabinet provides the Appeal Form online at: 

https://hr.personnel.ky.gov/Pages/Forms-A-C.aspx 



https://hr.personnel.ky.gov/Pages/Forms-A-C.aspx
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GENERAL ADMINISTRATION & 

PERSONNEL

Chapter 
 

EMPLOYEE PERFORMANCE EVALUATION 
PROGRAM 

 

Subject 
 

Maintaining Documents 

GENERAL  Upon  completion  of  each  phase  of  the  process  throughout  the 
performance year, evaluators shall: 

 
 Keep  all  original  evaluation  forms  and  supporting  documentation 

until the end of the year, at which time they shall submit the original 
documents to their evaluation liaisons and retain a copy for their files 

 
 Provide  employees  with  a  copy  of  completed  performance  plans, 

interim reviews, year‐end evaluations, and supporting documentation 
at each phase of the evaluation process 

 
 Forward  copies  of  performance  plans  and  interim  reviews  to  their 

evaluation liaisons by prescribed deadlines: 
 

All  evaluation  liaisons  shall  forward  copies  of  performance  evaluation 
documentation to their Cabinet evaluation liaison in the Central Office as 
requested by the liaison throughout the year. 
 
Note:  Upon  completion  of  the  year‐end  evaluations,  all  evaluation 
liaisons  shall  send  all  original  documentation  and  required 
acknowledgment forms to the agency evaluation  liaison  in OHRM within 
the prescribed deadline. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

SAFETY & HEALTH PROGRAM 

Subject 
 

Authority & Reference 

 

AUTHORITY The Occupational Safety and Health Act (OSHA) requires employers to 
furnish employees a place of employment free from recognized hazards 
that cause or are likely to cause death or serious physical harm.  The 
Commonwealth of Kentucky has adopted a State Plan OSHA program [the 
Kentucky Occupational Safety and Health (KOSH) Program (KRS 338)] and 
is responsible for the enforcement of occupational safety and health 
standards in Kentucky.  The KOSH Program incorporates by reference the 
safety and health standards promulgated in 29 CFR 1910 (General 
Industry) and 29 CFR 1926 (Construction). 

 
To comply with KRS 18A.110(7)(i), the Secretary of the Personnel Cabinet 
promulgated 101 KAR 2:150, “State Safety Program,” for the 
development, operation, and enforcement of programs to improve work 
safety.  The Personnel Cabinet’s Commonwealth of Kentucky Safety and 
Health Manual expresses the state’s Safety and Health Program. 

 
To comply with 101 KAR 2:150, the Kentucky Transportation Cabinet 
(KYTC) assigns the Secretary’s Office of Safety the responsibility to 
develop, update, oversee, coordinate, evaluate, and administer the KYTC 
Safety and Health Program. 

 
REFERENCE KYTC’s Safety and Health Administration Guide and the Employee Safety 

and Health Manual detail the KYTC Safety and Health Program and 
provide guidance to employees concerning program policies and 
procedures. 

 
 

 

http://www.lrc.ky.gov/Statutes/chapter.aspx?id=38899
http://www.ecfr.gov/cgi-bin/text-idx?SID=5c5f819fc9423d96c439487020f7bdba&tpl=/ecfrbrowse/Title29/29tab_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=5c5f819fc9423d96c439487020f7bdba&tpl=/ecfrbrowse/Title29/29tab_02.tpl
http://www.lrc.ky.gov/kar/101/002/150.htm
http://www.lrc.ky.gov/Statutes/statute.aspx?id=45280
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Safety%20and%20Health%20Administration%20Guide.pdf
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE CONDUCT 

Subject 
 

General Conduct 

 
ACCEPTABLE 
CONDUCT The Transportation Cabinet strives to provide a safe work environment for a 

healthy, productive workforce. The Cabinet’s expectations for generally 
acceptable conduct of its workforce include but are not limited to: 

 

 Ensuring that the work of the Cabinet is efficiently and effectively 
accomplished by: 

 

♦ Incorporating employee and public safety in all decision making 
carrying out all activities in the safest available manner and 
encouraging the same in others 

♦ Reporting for work, leaving work, and taking breaks as scheduled 
♦ Carrying out assignments as directed by their supervisors or 

requesting meetings with their supervisors to seek further direction 
or discuss problems with the assignments 

♦ Showing courtesy, respect, and promptness in relating to fellow 
employees and members of the public 

♦ Not disturbing or disrupting other employees 
♦ Not entering unauthorized areas without permission 
♦ Complying with leave procedures as established by both the Cabinet 

and the employees’ supervisors 
 

 Exercising special care to ensure that personal conduct is above reproach 
by refraining from any activity that could embarrass or reflect adversely 
on the Commonwealth 

 

 Avoiding any conduct that could reasonably result in or be construed as 
involving a conflict of interest with the employer’s or the employee’s 
official duties and responsibilities 

 
PROHIBITED 
CONDUCT The Cabinet prohibits employees from engaging in any conduct that violates 

Cabinet policies or involves the violation of criminal or civil laws of the 
Commonwealth or the federal government.  Specifically prohibited acts 
include but are not limited to the following: 
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PROHIBITED 
CONDUCT (CONT.) 

 Appearing on the job under the influence of alcohol, a controlled 
substance, or any other intoxicating substance 

 
 Conducting personal business on state time 

 
 Bringing children to work in lieu of taking them to a babysitter or childcare 

facility 
 

 Using state vehicles or equipment in a manner as prohibited by GAP-
1104-2 

 
 Removing or disposing of Commonwealth property outside the provisions 

of GAP-1102, which pertain to surplus property 
 

 Engaging in theft 
 

 Gambling or engaging in games of chance on state time and/or on state 
property 

 
 Falsifying, forging, or inappropriately altering official Cabinet documents, 

which include but are not limited to: 
 

♦ Records 
♦ Books 
♦ Papers 
♦ Files 
♦ Timesheets 
♦ Physician Statements 
♦ Photographs 
♦ Microfilm 
♦ Sound/Video Recordings 
♦ Magnetic Storage Media 
♦ Computer Data 

 
 Engaging in conduct prohibited by GAP-802, “Workplace Violence,” 

and GAP-803, “Antiharassment/Antidiscrimination” 
 

 Carrying firearms or other weapons at any work site, including state-
owned vehicles or buildings, unless expressly authorized by law 

 
 Retaliating against, bullying, discouraging, or impeding anyone who has 

reported or wants to report a serious safety or health hazard to the 
Secretary’s Office of Safety or district safety coordinator 
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PROHIBITED 
CONDUCT (CONT.) 

 Engaging in conduct to impede or obstruct an official KYTC investigation 
or failing to cooperate with an official KYTC investigation, to include but 
not be limited to investigations conducted by the Office of Human 
Resource Management, the Office of Inspector General, the Office of 
Audits, or the Office for Civil Rights and Small Business Development, or 
an incident safety review conducted by the Secretary’s Office of Safety or 
district safety coordinator 

 
 Retaliating against anyone involved in a protected activity in an 

investigation 
 

Note:  GAP-803 provides a definition for retaliation. 
 

 Engaging in disrespectful, demeaning, abusive, or any such other 
inappropriate behavior, which includes but is not limited to: 

 
♦ Loud, profane, foul, obscene, vulgar, crude, insulting, or threatening 

language 
♦ Inappropriate jokes or gestures 
♦ Discriminatory slurs 
♦ Sexual comments (even if spoken in nonstandard English or a foreign 

language) 
 
VIOLATION OF 
PROVISIONS Violation of any of the provisions of this policy shall constitute grounds for 

disciplinary action up to and including dismissal from the Cabinet. 
 
 

 



GAP-802 

06/25 Page 1 of 4 

GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYEE CONDUCT 

Subject 

Workplace Violence 

REGULATORY 
AUTHORITY 101 KAR 2:095, Section 9 

PURPOSE The Transportation Cabinet is committed to providing a work 
environment free from violence, threats of violence, stalking, 
harassment, intimidation, and other disruptive behavior.  The Cabinet 
strictly prohibits such activity and will address it immediately. 

APPLICABILITY This procedure applies to any person entering any Transportation Cabinet 
workplace and includes, but is not limited to, state employees, 
contractors, vendors, clients, employees’ spouses or significant others, 
and other visitors. 

DEFINITIONS Act of Violence:  The attempted, threatened, or actual conduct of a 
person that endangers or is likely to endanger the health or safety of a 
state employee or member of the general public 

Threat of Violence:  A threatening statement, harassment, or behavior 
that gives a state employee or member of the general public reasonable 
cause to believe that his or her health or safety is at risk 

Deadly Weapon:  As defined in Kentucky Penal Code, KRS 500.080: 

 A weapon of mass destruction
 Any weapon from which a shot, readily capable of producing death or

other serious physical injury, may be discharged
 Any knife other than an ordinary pocketknife or hunting knife
 Billy, nightstick, or club
 Blackjack or slapjack
 Nunchaku karate sticks
 Shuriken or death star
 Artificial knuckles made from metal, plastic, or other similar hard

material

http://www.lrc.ky.gov/Statutes/statute.aspx?id=19642
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DEFINITIONS (CONT.) Workplace: Any location where a Transportation Cabinet employee is 
conducting state business or any real property owned or leased by the 
Commonwealth of Kentucky on which the work or business of the 
Cabinet is conducted, including, but not limited to, state offices, facilities, 
worksites, parking lots, and state vehicles 

PROHIBITED 
CONDUCT The Cabinet prohibits any persons in the workplace from perpetrating 

acts or threats of violence.  Examples of prohibited conduct include, but 
are not limited to: 

 Physically striking an individual, including but not limited to hitting,
shoving, slapping, kicking, or spitting on an individual

 Using or threatening to use a deadly weapon on an individual

 Sexually assaulting or raping

 Threatening to harm an individual or his or her family, friends, or
associates

 Detaining, confining, or restricting an employee’s freedom of
movement

 Disobeying or failing to follow the reasonable directive of a supervisor
to take actions that prevent, or to cease actions that create, a threat,
an intimidation, or a risk to the health or safety of state employees or
the public

 Damaging or threatening to damage Cabinet property or an
employee’s property while an employee is performing job duties

 Stalking or following and making a threat intending to place another
person in fear for his or her safety or acting in such a manner as to
reasonably create such a fear

EMPLOYEE 
RESPONSIBILITIES Employees shall refrain from acts of violence, threats of violence, and 

other prohibited conduct in the workplace. 

The Cabinet prohibits employees from using state resources to 
perpetrate an act of violence, threat of violence, stalking, or other 
prohibited conduct in the workplace.  State resources may include, but 
are not limited to, face-to-face interactions, telephones, fax machines, 
email, and mail. 
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EMPLOYEE 
RESPONSIBILITIES 
(CONT.) Employees shall refrain from using any identifying or confidential 

information learned or obtained through their positions or job duties to 
harm or harass another individual. 

Employees who witness or are involved in an act of violence, threat of 
violence, any action or threat that may reasonably lead to violence, or 
other conduct prohibited by this policy shall immediately report the 
infraction to their supervisor or other available management personnel. 
This responsibility includes advising the supervisor of any emergency 
protective orders or domestic-violence orders in effect for the protection 
of the employee. 

COMPLAINT/INCIDENT 
PROCEDURE Supervisors may report any act of violence, threat of violence, or conduct 

prohibited under this procedure to Facility Security or to law 
enforcement. 

Supervisors shall then report the act of violence, threat of violence, or 
conduct prohibited under this policy to the Office of Human Resource 
Management (OHRM).  The reporting supervisor shall submit a written 
report to OHRM, 200 Mero Street, Frankfort, KY 40622.  The written 
report should include: 

 Date of incident
 Time of incident
 Location of incident
 Names of the perpetrator, victim, and witnesses
 Written statements from the witnesses, and if possible, the victim
 Police report
 Actions taken in response to the incident

OHRM will provide the Secretary’s Office of Safety with the information 
detailed above. 

Supervisors shall be familiar with the Kentucky Employee Assistance 
Program (KEAP) and refer employees for assistance as appropriate. 

The victim, or anyone adversely affected by workplace violence, may 
make a complaint through the Cabinet’s formal grievance procedures. 
Filing a grievance would not prevent the complainant from pursuing 
redress through outside enforcement agencies. 
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COMPLAINT/INCIDENT 
PROCEDURE (CONT.) The failure by any supervisor to document or report an incident of 

workplace violence or to timely and effectively respond to conduct 
prohibited by this policy may result in disciplinary action, up to and 
including dismissal. 

 
RETALIATION No employee shall harass, retaliate, attempt to retaliate, or solicit 

another to retaliate against any person for reporting suspected 
workplace violence or other suspected inappropriate behavior. 

 
DISCIPLINE Violation of this policy shall result in appropriate disciplinary action, up to 

and including dismissal.  Those who are not employees shall be subject to 
removal from the workplace. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE CONDUCT 

Subject 
 

Antiharassment / Antidiscrimination 

 

AUTHORITY The Transportation Cabinet has developed the policy herein pursuant to: 
 

 Title VII of the Civil Rights Act of 1964 
 Kentucky Civil Rights Act 
 29 Code of Federal Regulations (C.F.R.) 1604 
 KRS Chapter 344 
 KRS 344.040(1) 
 KRS 18A.140 
 KRS 18A.095 
 KRS 509.080(1)(d) 
 KRS 532.090(1) 
 101 KAR 1:345 
 104 KAR 1:050 Section 2 

 
PURPOSE The Transportation Cabinet is committed to maintaining a work 

environment free from discrimination and harassment, and this policy 
applies to all personnel actions, including but not limited to recruiting, 
hiring, classification, compensation, benefits, promotions, transfers, 
layoffs, reinstatement, and educational programs. 

 
The Cabinet does not tolerate discrimination or harassment of any kind 
against any “protected class,” as defined below.  Such acts constitute 
misconduct, which undermines the integrity of the employment 
relationship, and the offending employee shall be subject to disciplinary 
action, up to and including dismissal. 

 
DEFINITIONS Affirmative Action (AA)—Refers to a set of policies and practices within a 

government or organization seeking to include particular groups based 
on their gender, race, creed or nationality in areas in which they were 
excluded in the past such as education and employment 

 
Complainant—An employee of the Cabinet or an applicant who formally 
files a harassment or discrimination complaint in accordance with one or 
more of the authorities listed above 
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DEFINITIONS (CONT.) Confidentiality—Protection of the privacy and due process rights of the 
complainant and the accused individual 
 

 Note:  Consultation with others shall be strictly limited to those who 
may have information about an alleged incident or have a need to 
know. 

 

Discrimination—The unfavorable or unfair treatment of a person or class 
of people in comparison to others who are not members of the protected 
class because of race, color, national origin, sex, age (40 or older), 
religion, sexual orientation, gender identity, veteran status, disability, 
political affiliation, or smoking status or in reprisal for opposition to 
discriminatory practices or participation in the Equal Employment 
Opportunity (EEO) process 

 

Note:  The Cabinet strictly prohibits job discrimination based on 
membership in any of the legally protected classes. 

 

EEO Coordinator—The administrator of the Cabinet's EEO and Affirmative 
Action programs, located in the Office for Civil Rights and Small Business 
Development (OCRSBD) 

 

EEO Liaison—The Cabinet’s EEO liaisons include the designated 
representative in each highway district and the EEO coordinator/liaison in 
OCRSBD 

 

Equal Employment Opportunity Commission (EEOC)—The federal agency 
with jurisdiction to investigate and resolve complaints of discrimination 

 

Note:  An individual must file a written complaint within 180 days of 
the alleged discriminatory incident. 

 

Hostile Work Environment—A situation in which an employee cannot do 
his or her job without feeling harassed or threatened 

 

The condition is determined by examining all circumstances, including: 
 How frequently the alleged harassment occurs 
 How severe the conduct is 
 Whether it is physically threatening, intimidating, humiliating, or 

offensive 
 Whether it unreasonably interferes with an employee's work 

performance 
 

Kentucky Human Rights Commission—The state agency with jurisdiction 
to investigate and resolve complaints of discrimination 

 

Note: An individual must file a written complaint within 180 days of the 
alleged discriminatory incident. 
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DEFINITIONS (CONT.) Protected Classes—Those legally protected against discrimination and 
harassment on the basis of race, color, national origin, sex, age (40 or 
older), religion, sexual orientation, veteran status, or disability 

 

Note: Kentucky law expands “protected classes” to include persons 
with HIV; gender identity; or persons’ political affiliation or smoking 
status (if the smoker complies with workplace smoking rules). 
Kentucky law also prohibits retaliation against persons who have filed 
a discrimination complaint or assisted someone else in filing a 
discrimination complaint. 

 

Quid pro quo—(“something for something”); one thing in return for 
another 

 

Retaliation—Actions including but not limited to the following: 
 

 Verbal or physical threat against the person involved with a protected 
activity 

 Denial of an employment benefit to which the employee is entitled 
 Demotion 
 Transfer or temporary assignment to a less-desirable position or 

location 
 Encouragement of a hostile work environment 

 

Three essential elements of retaliation: 
 

 Protected activity—participation in the statutory complaint process 
 

 Adverse actions—negative effects of terms and conditions of 
employment 

 

 Causal connection—must be the reason for adverse action 
 

PROHIBITED ACTIVITIES Employees are entitled to a work environment free from harassment. The 
Cabinet strictly prohibits verbal or physical conduct by anyone that 
harasses, disrupts, or interferes with work performance or that creates 
an intimidating, offensive, or hostile work environment. 

 

To ensure an environment free from harassment, the Cabinet prohibits 
certain behaviors, which include but are not limited to: 

 

 Derogatory comments, jokes, or slurs based on one’s membership in 
one or more of the protected classes 

 

 Unwanted physical contact of any kind, impeding or blocking 
movement, or physical interference with normal work movement 
when directed at an individual based on his or her membership in one 
or more of the protected classes 
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PROHIBITED ACTIVITIES 
(CONT.) 

 The display, mailing, or emailing of derogatory posters, cartoons, 
photographs, or drawings based on protected-class status 

 
 Behavior that sexually harasses another person, as explained below 

 
SEXUAL HARASSMENT No person shall be subjected to or subject another person to unsolicited 

and unwelcome sexual overtures or conduct, either verbal or physical.  
Sexual harassment includes unwelcome heterosexual and homosexual 
advances.  Sexual harassment, whether perpetrated by supervisory or 
nonsupervisory personnel, is unlawful. 

 
Behavior that may constitute sexual harassment includes but is not limited 
to: 

 
 Touching another person in an unwelcome manner 

 
 Making unwelcome advances or requests for sexual favors 

 
 Using sexually explicit, suggestive, or abusive language 

 
 Making sexually suggestive jokes or degrading remarks about a 

person, a person’s body, or clothing 
 

 Displaying, mailing, or emailing sexually explicit or suggestive 
literature, pictures, photographs, or objects 

 
 Making submission to sexual advances a condition of employment, 

continued employment, evaluation, compensation, benefits, 
promotion, or any other privilege 

 
 Physical acts of a sexual, explicit, or intimate nature 

 
 Off-duty, unwelcome conduct of a sexual nature that affects the work 

environment 
 

 Engaging in indecent exposure 
 

The Cabinet is committed to preventing sexual harassment of Cabinet 
employees by outside customers, agents, vendors, consultants, 
contractors, and others who conduct business with the Cabinet when the 
Cabinet knows, or should have known, of the behavior and fails to take 
immediate and appropriate corrective action. 
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SEXUAL HARASSMENT 
(CONT.) The Cabinet is also committed to preventing harassment of outside 

customers, agents, vendors, consultants, contractors, and others who 
conduct business in the Cabinet workplace by Cabinet employees when 
the Cabinet knows, or should have known, of the behavior and fails to 
take immediate and appropriate corrective action. 

 

EMPLOYEE MISCONDUCT 
TOWARD 
NONEMPLOYEE The Cabinet prohibits employee harassment or discrimination of anyone 

with whom the Cabinet conducts business and is an applicant for 
employment. 

 

In addition to the prohibited activities aforementioned, an employee of 
the Cabinet who is responsible for providing services or benefits is 
forbidden from having a romantic or sexual relationship with a customer 
of the Cabinet when the relationship may pose a real or perceived 
conflict of interest with the employee’s duties as an agent or 
representative of the Cabinet. 

 

If an employee promises to grant benefits or services to a customer, or 
threatens to withhold them, to coerce favors, the employee not only 
could be subject to disciplinary action but also could face prosecution 
under KRS 509.080(1)(d) of the Kentucky Penal Code.  Criminal coercion is 
a Class A misdemeanor under KRS 532.090(1) and is punishable by up to 
12 months in jail. 

 

EMPLOYEE 
RESPONSIBILITY It is the responsibility of each Cabinet employee to understand and abide 

by the policy herein. 
 

If an employee believes that he or she is being subjected to harassment, 
discrimination, or other prohibited behavior, the employee should tell 
the perpetrator in specific terms that the behavior is offensive or 
unwelcome; request, either in person or in writing, that he or she stop; 
and specify terms for future interactions. 

 

The employee shall: 
 

 Report the prohibited behavior, in writing with signature, to the 
employee’s immediate supervisor; district, office, or department 
management; an EEO liaison; or the Cabinet’s EEO liaison/coordinator 
in OCRSBD. If the alleged behavior involves the immediate supervisor, 
the employee shall file the complaint with the next-line supervisor or 
the Cabinet’s EEO liaison/coordinator in OCRSBD. The signed report 
shall include: 

 

http://www.lrc.ky.gov/Statutes/statute.aspx?id=20046
http://www.lrc.ky.gov/Statutes/statute.aspx?id=19755
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EMPLOYEE 
RESPONSIBILITY (CONT.) 

♦ Date of occurrence 
♦ Time of occurrence 
♦ Location of occurrence 
♦ Details of situation 
♦ Description of action 
♦ Names of witnesses 

 
 If an employee feels discriminated against because he or she is a 

member of a protected class, the employee may file a discrimination 
complaint through one or more of the following channels: 

 

♦ Verbal or written notification to the immediate supervisor; office, 
department, or district management; an EEO liaison; or the 
Cabinet’s EEO liaison/coordinator in OCRSBD 

♦ Grievance procedure (see the Personnel Cabinet's Employee 
Handbook) 

♦ Personnel Board appeal 
♦ Human Rights Commission 
♦ Equal Employment Opportunity Commission 

 
Employees shall file a complaint according to GAP-902, “EEO/Civil Rights 
Complaint Procedures.” 

 
No provision herein prevents the complainant from pursuing redress 
through outside enforcement agencies such as the United States Equal 
Employment Opportunity Commission, the Kentucky Commission on 
Human Rights, or the Kentucky Personnel Board. 

 
Retaliation against anyone involved in an investigation is unlawful.  
Anyone initiating or assisting in an investigation shall not be adversely 
affected in terms and conditions of employment or discriminated against 
in any manner because of the complaint.  Any employee who reports or 
substantiates wrongdoing shall not be threatened or subjected to 
reprisal, either directly or indirectly. 

 
SUPERVISOR 
RESPONSIBILITY Supervisors should take steps necessary to prevent harassment, 

discrimination, or other prohibited behavior from occurring by: 
 

 Affirmatively reinforcing the Cabinet's policies prohibiting such 
behavior 

 

 Expressing strong disapproval 
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SUPERVISOR 
RESPONSIBILITY 
(CONT.) 

 Developing appropriate sanctions 
 

 Immediately calling the EEO liaison or the EEO liaison/coordinator in 
OCRSBD 

 

 Informing employees of their right to file a complaint 
 

 Developing methods to sensitize all concerned 
 
 The supervisor with whom an employee files a complaint or witnesses an 

incident of inappropriate behavior that may constitute harassment, 
discrimination, or retaliation should: 

 

 Encourage the employee to file a written and signed complaint and, if 
the employee refuses to put the complaint in writing, shall write the 
complaint to the best of his or her ability, using the information 
provided verbally by the complainant 

 

 Inform the complainant that the Cabinet is required by law to 
investigate allegations of harassment or discrimination, regardless of 
the employee’s cooperation or participation in the investigation 

 

 Inform the employee that the Cabinet shall protect the confidentiality 
of the allegation to the extent possible but cannot guarantee 
complete confidentiality because an effective investigation cannot be 
completed without revealing certain information to the alleged 
perpetrator and/or to potential witnesses 

 

 Inform the complainant that the Cabinet shall not tolerate retaliation 
toward an employee because he or she made a report of alleged 
harassment or discrimination or assisted with an investigation 

 

 Encourage the complainant to bring any retaliation to the attention of 
an immediate supervisor; district, office, or department 
management; an EEO liaison; or the Cabinet’s EEO liaison/coordinator 
in OCRSBD 

 

 Immediately forward the complaint to OCRSBD 
 

Note:  Inaction by any supervisor after receiving a complaint may result 
in disciplinary action against the supervisor, up to and including dismissal. 

 
OCRSBD 
RESPONSIBILITY Upon receipt of a complaint, OCRSBD shall: 
 

 Issue, if warranted, a Cease and Desist Memorandum to the alleged 
perpetrator 
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OCRSBD 
RESPONSIBILITY 
(CONT.) 

 Investigate, if warranted, and make every effort to conclude an 
investigation and resolve the complaint within 60 days unless an 
extension is warranted 

 

 Request assistance, if necessary, from the Office of Human Resource 
Management (OHRM) in an investigation of allegations of sexual 
harassment or discrimination 

 
 

 If an extension is warranted, notify complainant and respondent and 
provide an estimate of the additional time necessary to conclude and 
resolve the complaint 

 

 Notify the complainant and respondent in writing of the final 
determination 

 

 Forward a report to OHRM and to the Office of the Secretary  
 
OHRM 
RESPONSIBILITY In an effort to ensure that no employee is harassed or discriminated 

against, OHRM shall: 
 

 Inform new employees in employee orientation sessions of Cabinet 
policies and procedures pertaining to harassment and discrimination 

 

 Provide all employees training in the Cabinet’s policies regarding 
antiharassment and antidiscrimination and a copy of this 
antiharassment and antidiscrimination policy 

 

 Take appropriate action to remedy any violation identified in an 
investigative report from OCRSBD, including disciplinary action when 
warranted 

 
DISCIPLINARY 
ACTION/SANCTION Any employee who engages in discrimination or harassment shall be 

subject to disciplinary action, up to and including dismissal. 
 

Anyone who interferes with an investigation or who retaliates against a 
complainant who has assisted in the investigation of a charge shall be 
subject to disciplinary action, up to and including dismissal. 

 

All Cabinet employees have the right to pursue a complaint or grievance 
without threat of interference, coercion, restraint, or retaliation. 
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COUNSELING Assistance is available through the Kentucky Employees Assistance 
Program (KEAP) for those employees that experience personal or work-
related problems resulting from workplace harassment or discrimination. 

 
TRAINING All employees shall receive training in the Cabinet’s antiharassment and 

antidiscrimination policies and procedures.  The Cabinet shall: 
 

 Provide all Cabinet employees with a copy of the Cabinet’s policies 
and procedures pertaining to antiharassment and antidiscrimination 

 

 Post the policies and procedures on the Cabinet's website and display 
them conspicuously in work areas of the Central Office and the 
district offices 

 

 Inform new employees of these policies and procedures during 
employee orientation sessions 

 

 Obtain the signature of each employee acknowledging receipt of the 
policies and procedures 

 

 Place the signed acknowledgment in the employee’s personnel file 
 

All departments of the Cabinet shall maintain files on training regarding 
antiharassment and antidiscrimination. 

 

Investigators and other personnel involved in the implementation of the 
antiharassment and antidiscrimination policies and procedures shall 
receive training as required by the Cabinet. 

 

Every January, employees shall review this anti-harassment and anti-
discrimination policy.  Supervisors shall ensure that employees complete 
this review.  

 
CONTACT 
INFORMATION To obtain information or file a complaint, please contact: 
 

Kentucky Transportation Cabinet 
Office for Civil Rights and Small Business Development, 6th Floor West 
200 Mero Street 
Frankfort, KY  40622 

 

Phone: (502) 564-3601 
Fax: (502) 564-1491 

 
 

 



GAP-804 

06/25 Page 1 of 3 

GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYEE CONDUCT 

Subject 

Drug-Free Workplace 

REGULATORY 
AUTHORITY 101 KAR 2:102, Section 2(2)(a)(4) 

PURPOSE To provide a safe work environment and a healthy, productive work 
force, Transportation Cabinet employees shall not unlawfully 
manufacture, distribute, dispense, possess, or use controlled substances 
at Cabinet workplaces or work sites.  Furthermore, supervisors have a 
responsibility to report those employees reasonably suspected to be 
under the influence of alcohol or prohibited drugs (therefore 
demonstrating behavior that might endanger themselves or others) to 
the Appointing Authority. 

CDL HOLDERS 
SUSPECTED TO BE 
UNDER THE INFLUENCE For supervisors of CDL holders, refer to the Drug and Alcohol Testing 

EMPLOYEES SUSPECTED 
TO BE UNDER THE 
INFLUENCE 

Handbook for CDL Employees.  This handbook details the procedures to 
follow for reasonable suspicion testing. 

Supervisors shall exercise caution and prudence when they reasonably 
suspect an employee on duty to be under the influence of alcohol or 
prohibited drugs.  If this situation arises, the supervisor shall: 

1. Contact another supervisor, if available, to help observe specific
employee behaviors

2. Document the immediate and specific behaviors, appearance, speech,
odors, or other observations affecting work performance and
behavior

Note:  If the situation involves a CDL holder, supervisors need to
complete the TC 12-23 form, Reasonable Suspicion Checklist (Exhibit
9073).

https://intranet.kytc.ky.gov/org/OHRM/em/Pages/Employee-Compliance.aspx
https://intranet.kytc.ky.gov/org/OHRM/em/Pages/Employee-Compliance.aspx
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EMPLOYEES SUSPECTED 
TO BE UNDER THE 
INFLUENCE (CONT.) 

3. Contact the Employee Compliance Branch (ECB) within the Office of 
Human Resource Management (OHRM) to discuss observations and 
determine a course of action 

 
4. If ECB determines that the employee should be sent home: 

 
a. Offer the employee the option to use accumulated sick leave, and 

offer to call a family member, friend, or taxi for transportation 
 
 Note:  If the employee refuses to use accumulated sick leave, 

pursuant to 101 KAR 2:102, Section 2(2)(a)4, the Appointing 
Authority shall issue a directed sick leave (sick leave without pay) 
letter to the employee.  If this situation occurs after regular 
business hours (overtime), this note does not apply and the 
supervisor shall assign the employee to duties that he or she can 
safely perform for the remainder of the shift. 

 
Note:  If the employee insists on driving, the supervisor shall 
explain that he or she (the supervisor) has a responsibility to 
contact local law enforcement officials and report the employee 
as reasonably suspected of driving under the influence.  If the 
supervisor has to call law enforcement officials, he or she will 
need to be prepared to give the employee’s location, direction, 
and vehicle description (including license number). 

 
Note:  Supervisors shall not place themselves or other employees 
in a position of potential danger or liability by providing 
transportation to an employee reasonably suspected of being 
under the influence. 

 
b. Provide the employee with information regarding the Personnel 

Cabinet’s Kentucky Employee Assistance Program (KEAP) and 
encourage him or her to contact the KEAP office 

 
5. Gather witness statements from employees that can provide 

contemporaneous observations 
 

6. Send the completed documentation, TC 12-23 form (when 
applicable), and witness statements to ECB to determine appropriate 
disciplinary action 
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VIOLATION OF 
POLICY Any Cabinet employee violating this policy may: 
 

 Be referred to KEAP for counseling or rehabilitation and satisfactory 
treatment 

 
 Be suspended without pay up to 30 days 

 
 Be terminated 

 
A Cabinet employee convicted of any drug-statute violation occurring in 
the workplace shall notify OHRM in writing within 5 working days after 
conviction. 

 
For any contract employee violating this policy, the Cabinet will notify the 
contracting agency within 10 days after receiving such notice from the 
employee or other actual notice of conviction.  The Cabinet will take the 
appropriate personnel action against the employee within 30 days after 
receiving notice or as soon as practicable according to Kentucky State 
Personnel Laws and Rules. 

 
EMPLOYEE 
ASSISTANCE In establishing a drug-free workplace, it is the Cabinet’s policy that 

ongoing drug education will be provided to all employees regarding the 
danger of drug use during working hours and after working hours.  The 
KEAP office maintains a list of approved drug-counseling services.  The 
KEAP counselors are qualified professionals who will make a confidential 
assessment and referral for services and treatment for substance abuse 
and personal problems.  The KEAP staff will see employees who are self-
referrals for substance and personal problems affecting them, their 
families, and their work performances. 

 
Employees may reach KEAP counselors at 1-800-445-5327.  The KEAP 
office is located at: 

 
Bush Building 
403 Wapping Street 
Frankfort, Kentucky 
(502) 564-5788 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYEE CONDUCT 

Subject 

Tobacco Usage 

AUTHORITY  Executive Order 2014‐747 

TOBACCO‐FREE 
POLICY  To comply with Executive Order 2014‐747,  the Kentucky Transportation 

Cabinet  (KYTC)  prohibits  the  use  of  all  tobacco  products,  electronic 
cigarettes,  and  vaping  devices  on  all  properties  owned,  leased,  or 
contracted  for use by KYTC,  including but not  limited  to all buildings or 
portions of buildings, land, and vehicles owned, leased, or contracted for 
use by KYTC. 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE CONDUCT 

Subject 
 

Employee Dress 

 

PERSONAL 
APPEARANCE The Transportation Cabinet promotes safety, hygiene, and a positive 

environment for employees and the general public.  All Cabinet personnel 
are advised that public relations and safety are essential parts of their jobs.  
Therefore, all employees shall be aware of the appearance they present in 
terms of work attire, personal hygiene, and grooming and shall wear the 
proper apparel to avoid job-related injuries. 

 
STATE EMPLOYEE 
DRESS POLICY Per Personnel Cabinet policy, employees while on duty shall carry or wear 

employee identification badges or other agency-identifying clothing and 
shall not wear: 

 
 Tops that expose their midriffs 
 Tops with oversized or large commercial logos or offensive language 
 Flip-flops 

 
Note:  The Personnel Cabinet has defined a flip-flop as “a flat, backless 
rubber sandal, usually secured on the foot by a thong between the first 
two toes, as for use at a beach, swimming pool, etc.” 

 
KYTC EMPLOYEE 
DRESS POLICY In addition to Personnel Cabinet requirements, supervisors may establish 

a dress code that is appropriate for their employees.  The dress code may 
be established at the section, branch, division, department, or office level.  
When establishing a dress code, a supervisor may consider all relevant 
factors, which may include the following: 

 
 The amount of contact the employee has with the public 
 The safety and health concerns involved with the employee’s job  

duties and the need for the employee to safely and effectively 
accomplish his or her duties 

 The appropriate attire for the employee’s occupation 
 The need for the employee to be readily identifiable to the public as a 

Cabinet employee 
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KYTC EMPLOYEE 
DRESS POLICY (CONT.) The dress code may be in writing and disseminated to all employees 

UNIFORMS 

subject to the dress code.  Office or department management shall submit 
any dress code policy within their standard operating procedures (SOPs) to 
the Office of Human Resource Management (OHRM) for review and 
approval. 

Supervisors may include provisions in the dress code that inform 
employees (1) that a failure to adhere to the requirements of the dress 
code may result in disciplinary action, up to and including dismissal, and 
(2) that the employee may be directed to use leave time, or unapproved
leave without pay, while travelling to obtain appropriate work attire.
Supervisors may consult with OHRM on other provisions that may be
included in the written dress code.

The Kentucky Transportation Cabinet (KYTC) shall provide eligible 
employees with sufficient uniforms and equipment to ensure that all such 
personnel present professional appearance and maintain safety 
adherence.  This policy is separate from and in addition to personal 
protective equipment (PPE) requirements contained in the Safety and 
Health Administration Guide (SHA-502, SHA-509, and SHA-511). 

Uniforms are provided to help the public identify KYTC employees and as 
a benefit in situations where clothing may routinely get ruined during the 
performance of regularly assigned tasks. 

Note:  Uniform items bearing the KYTC logo shall not be distributed to or 
used by nonemployees, to include inmate work crews contracted by KYTC. 

The Secretary or designee shall regulate the wearing of uniforms and may 
regulate the appropriate uniform for special events. 

Employees receiving uniforms shall wear the uniform of the day as 
prescribed by the Secretary or designee at all times while on duty unless 
otherwise authorized by a supervisor or this policy.  Employees shall wear 
Cabinet-issued uniforms when conducting official business only and are 
not permitted to wear uniforms after normal work hours for personal use 
or other nonbusiness-related activities. 

KYTC employees who are routinely exposed to hazards within or in close 
proximity to the right-of-way limits, or in other work areas where they are 
potentially exposed to the risk of moving vehicles, equipment, or roadway 
traffic should receive and wear uniform items of high visibility (hi-vis) 
material and approved protective footwear that meets the requirements of 
the Safety and Health Administration Guide (SHA-509 and SHA-511). 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Safety%20and%20Health%20Administration%20Guide.pdf
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Safety%20and%20Health%20Administration%20Guide.pdf
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UNIFORMS (CONT.) 

APPAREL SELECTION 

Hi-vis clothing is provided as an alternative to safety vests if employees are 
performing tasks as part of the regular duties where vests may hinder 
either their performance or their safety. Weather conditions may 
determine the use of the three-season jacket or rain gear. 

KYTC may issue personnel who are required to perform their duties in 
locations other than in the right of way a uniform other than noted above 
that the commissioner or executive director has approved. 

Employees who are issued a uniform other than noted above shall follow 
KYTC policy regarding PPE and headgear during times they are exposed to 
hazards within the right of way, or in other work areas where they are 
potentially exposed to the risk of moving vehicles, equipment, or roadway 
traffic.  KYTC, however, shall make every effort to maintain consistency and 
uniformity across all assignments and locations. 

Uniform Headgear—KYTC employees are encouraged to wear KYTC hi-vis 
headgear when working within the right of way or in other work areas 
where they are potentially exposed to the risk of moving vehicles, 
equipment, or roadway traffic.  At all times when exposed to overhead 
hazards or other potential of head contact or impact with objects, 
employees shall wear protective (hard) hats in accordance with the 
PPE policy as detailed in the Safety and Health Administration Guide 
(SHA-502). 

Supervisors are responsible for the assessment, selection, and use 
of appropriate safety apparel within the jobsite. All personnel shall 
follow KYTC policy requiring the utilization of all safety equipment.  
Deviation from policy may result in disciplinary action. 

Note:  Nothing in this policy prevents any Cabinet organizational 
group from adopting and issuing the hi-vis uniform to its personnel. 

MAINTENANCE & USE Guidelines for maintenance and wearing of uniforms are as follows: 

 No part of the uniform or issued accessories shall be distributed to non-
Cabinet personnel without prior authorization from the Secretary or
Commissioner.

 Uniforms and accessories shall fit properly and shall be free of holes,
frayed edges, missing buttons, and faded colors.

 Any variance from these requirements shall be remedied as quickly as
reasonably possible.

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Safety%20and%20Health%20Administration%20Guide.pdf
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MAINTENANCE & USE 
(CONT.) 

 Employees shall wear KYTC-issued or approved footwear while in 
uniform in all areas where exposed to the hazards of moving 
equipment or vehicles or other hazards of foot injury. 

 
 Uniforms or issued accessories no longer serviceable shall be replaced. 

 
 When hi-vis apparel is required and multiple layers of clothing are 

worn, the outer-most layer must be a hi-vis vest or other garment to 
maintain full required area of hi-visibility material to drivers and 
equipment operators. 

 
 Uniform alterations (for example, hemming the trousers, tapering the 

shirt, etc.) may be made by the employee when necessary; however, 
excessive alterations that detract from the authorized fit or 
appearance of the uniform may result in replacement of the uniform 
at the employee’s expense. 

 
 Removal or shortening of sleeves on hi-vis vests or shirts in a way that 

removes reflective material, and therefore reduces effectiveness and 
compliance of the garment, is specifically prohibited. 

 
 Any personal accessory (such as necklaces, earrings, rings, etc.) which 

when exposed may create a safety hazard to the employee shall be 
either not worn or secured in a manner so that the safety hazard no 
longer exists. 

 
ISSUANCE OF 
UNIFORMS KYTC will issue hi-vis and other safety apparel based on the employee’s 

expected field time. Other Cabinet-approved items of uniform apparel will 
be issued as directed by the division director, chief district engineer, or 
department head. 

 
For new hires, KYTC shall issue uniforms at the end of probation.  KYTC 
shall issue required hi-vis and other PPE upon hire and during initial 
probation and may, at the discretion of the division director or chief district 
engineer, issue uniform items.  However, during the probationary period 
all employees shall utilize appropriate PPE. 

 
Upon receipt of apparel or PPE, employees shall complete a TC 25-3 form, 
Personal Protective Equipment (PPE) Acknowledgment (Exhibit 9042), and 
submit it to their supervisor for filing. 
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REQUISITION OF 
UNIFORM ITEMS Each division or district shall designate a property officer to administer the 

inventory records of uniform items the division or district acquires. The 
State Highway Engineer shall designate a coordinator to establish and 
maintain contracts, resolve contract discrepancies and disputes, liaise with 
vendors, and communicate contract information to user divisions and 
districts. 

 
ACCOUNTABILITY 
OF ISSUED ITEMS Persons issued uniforms shall be responsible for accounting for all items. 

Whenever an employee terminates service with KYTC or transfers into 
another assignment not requiring the use of a uniform, he or she shall 
return all issued items to the property officer.  The employee’s immediate 
supervisor shall be responsible for the distribution of appropriate apparel 
and maintain an accounting system for the items issued and returned. 

 
REPLACEMENT 
OF UNIFORMS If employees request replacement of uniform items prior to one year of 

use, a supervisor, manager, or safety coordinator shall inspect the uniform 
items before deciding to grant or deny authorization for replacement.  PPE 
requirements shall be maintained at all times. 

 
ADA 
ACCOMMODATIONS Allowances will be made for reasonable accommodations due to an ADA-

qualifying disability. For more information, GAP-304 details policies and 
procedures pertaining to the Americans with Disabilities Act. 

 
FAILURE TO COMPLY Persons who fail to comply with this policy shall be subject to disciplinary 

action up to and including dismissal from the Cabinet (GAP-901). 
 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

EMPLOYEE CONDUCT 

Subject 

Confidential or Sensitive Information 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 11A.040 (1), KRS 61.870 to 61.884, KRS 45A, KRS 522.020, KRS 522.030, 

KRS 522.040, 18 USC 2724, 601 KAR 2:020 

DEFINITIONS “Confidential or Sensitive Information” means that information protected 
from disclosure by law, regulation, policy or which an individual is generally 
accepted by society to have a reasonable expectation of privacy in, 
whether such information is obtained from or embodied in or by any 
media, document, writing or written data, material, or compilation. 

“Document” means any physical embodiment of information or ideas, 
regardless of form or characteristic, including electronic versions thereof. 

“Employee(s) and Agent(s)” means Transportation Cabinet employee, 
volunteer, co-op, intern or contractual entity and its employees. 

“Media” means the physical material in or on which records may be stored 
or represented and which may include, but is not limited to paper, 
microform, disks, diskettes, optical disks, magnetic tapes, and cards. 

“Procurement” means the purchasing, buying, renting, leasing, or 
otherwise obtaining of any supplies, services, or construction.  It includes 
all functions that pertain to the procurement of any supply, service, or 
construction item, including description of requirements, selection and 
solicitation of sources, preparation and award of contract, and all phases 
of contract administration. 

“Writing” or “written” means letters, words, or numbers, or their 
equivalent, set down by handwriting, typewriting, printing, photostatting, 
photographing, magnetic impulse, mechanical or electronic recording, or 
other form of data compilation. 

https://apps.legislature.ky.gov/lrcsearch
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OVERVIEW Confidential or sensitive information is protected by state and federal laws 
and regulations, public and agency policies, and reasonable societal 
expectations.  The Transportation Cabinet is a responsible holder of all 
such information and ensures the privacy and security of protected 
confidential and sensitive information.  The Cabinet handles all such 
information as required by federal and state laws and regulations and 
collects, stores, uses, and shares information only in the interest of the 
public and in the provision of public services. 

Departments or offices may have additional requirements to protect work-
related information. 

Examples of confidential or sensitive information include, but are not 
limited: 

 Any type of Social Security-provided information

Note:  Federal Tax Identification numbers are not considered sensitive.

 Employee ID numbers

 Home addresses and telephone numbers

 Date of birth, height, weight, race, gender, marital status, and number
of dependents

 Political affiliation, employment history, (nonpublic) wage rate, and
any other information of a purely personal nature

 All public or private records or information, the disclosure of which is
prohibited or restricted or otherwise made confidential or sensitive by
federal law or regulation or the statutes or regulations of the
Commonwealth

 Any information that is interpreted to be an unwarranted invasion of
personal privacy pursuant to the Kentucky Open Records Act, currently
KRS 61.870 to 61.884, including related regulations, decisions, and
opinions

 Any information (including engineering estimates and other internal
cost estimates) the disclosure of which would violate, obstruct, or
interfere with the principles of law and equity, including the Uniform
Commercial Code, the law merchant, and law relative to capacity to
contract, agency, fraud, misrepresentation, duress, coercion, mistake,
bankruptcy, and good faith, specifically as those principles and laws
relate to procurement under the Kentucky Model Procurement Code,
KRS 45A, and related regulations
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EMPLOYEE & AGENT 
RESPONSIBILITIES Employee and agent responsibilities toward confidential or sensitive 

information extend to all situations where they obtain, access, maintain, 
release, use, circulate, disclose, or dispose of media, documents, and 
writings containing confidential or sensitive information.  Cabinet 
employees and agents shall: 

 Safeguard confidential or sensitive information including, but not
limited to, the examples listed in the previous section

 Keep physical media, documents, writings, or written data, material, or
compilations containing confidential or sensitive information in a
locked file cabinet or a locked desk when not in physical possession and
control

 Use only the type, extent, and amount of information considered
reasonably necessary to complete their duties or contract

 Act to protect the confidentiality, completeness, integrity, and
accuracy of such information

 Comply with all state and federal laws and regulations, public and
agency policies, and reasonable societal expectations when obtaining,
accessing, maintaining, releasing, using, disclosing, or distributing any
information, especially confidential or sensitive information, in any
form except of the type, extent, and amount of information considered
reasonably necessary to complete their duties or contract

 Become familiar with different types of protected information and do
their utmost to protect it

Example:  When circulating media, documents, or writings containing
confidential or sensitive information, the sender shall alert the receiver 
to protect the confidentiality or sensitive nature of the data.

 Include confidential or sensitive information in media, documents, and
writings only if it is considered reasonably necessary

 Label envelopes “Personal and Confidential” and seal them adequately
before sending confidential or sensitive information

 If no specific guidance is provided regarding how to reply to a written
or verbal request for confidential or sensitive information, release the
information only after having received and maintained written
approval from the parties affected by the information disclosure

Cabinet employees and agents shall not allow another person or entity to 
use their user IDs or passwords to access computer networks, electronic 
data, or electronic equipment 
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ELECTRONIC 
TRANSMISSION Whenever possible, employees and agents shall not include confidential or 

sensitive information in electronic communication transmissions (email, 
File Transfer Protocol, etc.).  However, electronic transmission of 
confidential or sensitive information is often preferable to facsimile 
transmission of such information when the physical security of and access 
to the destination fax machine cannot be guaranteed. 

If sensitive information is sent via the Internet or other unsecured media 
transmission facility, employees and agents shall send the information 
encrypted.  The Office of Information Technology can provide more 
information on current encryption solutions. 

Employees and agents shall comply with the acceptable-use provisions of 
the CIO-060 policy, “COT Internet & Electronic Mail Acceptable Use” (GAP-
9052), and of the CIO-061policy, “Social Media” (GAP-9053), as well as 
those of the other enterprise information technology policies detailed on 
the website of the Commonwealth Office of Technology (COT): 

http://technology.ky.gov/policy/Pages/policies.aspx 

FACSIMILE 
TRANSMISSION If sensitive information is to be received by fax, the recipient shall first have 

been notified of the time when it will be transmitted and also have agreed 
that an authorized person will be present at the destination machine when 
the material is sent.  An exception will be made if the area surrounding the 
destination fax machine is physically restricted such that persons who are 
not authorized to see the material being faxed may not enter. 

When sensitive information must be faxed, a Cabinet transmittal cover 
sheet shall first be sent and acknowledged by the recipient.  After this is 
performed, the information may be sent via another call occurring 
immediately thereafter. 

Confidential or sensitive Commonwealth of Kentucky information shall not 
be faxed (sent or received) via unauthorized intermediaries (hotel staff, 
rented mailbox store staff, etc.). 

SHIPPING & MANUAL 
HANDLING Employees and agents shall not supply confidential or sensitive 

information to vendors, contractors, or other external entities without 
properly executed contracts and confidentiality agreements specifying 
conditions of use, security requirements, and return dates.  When shipping 
sensitive information, employees and agents shall obtain receipt of 
delivery. 

http://technology.ky.gov/policy/Pages/policies.aspx
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DISPOSAL OF 
CONFIDENTIAL OR 
SENSITIVE 
INFORMATION Employees and agents shall afford special handling for all confidential or 

sensitive information regarding its disposal.  Employees and agents shall 
immediately select one of the following options for discarding physical 
media, documents, writings or written data, material, or compilations 
(including electronic data storage devices): 

 
 Shredding 
 Burning in a specially approved burn facility 
 Destroying by other means or measures approved by the COT Chief 

Information Security Officer 
 Placing in a locked or otherwise adequately secure “Shred,” “Burn,” or 

“Destroy” container for eventual destruction and removal 
 

Such secure containers shall be placed adjacent to every printer, copier, 
and facsimile machine to limit the risk of unauthorized disclosure and allow 
for the eventual destruction of media, documents, writings or written 
data, material, or compilations containing confidential or sensitive 
information. 

 
Employees and agents shall not dispose of media, documents, writings, or 
written data, material, or compilations (including electronic data storage 
devices) containing confidential or sensitive information in regular garbage 
or recycling containers. 

 
When considering the disposal of Cabinet information, employees shall 
also follow the records retention guidelines detailed in GAP-1002. 

 
POST-EMPLOYMENT Employees and agents may not obtain, access, maintain, release, use, 

circulate, or disclose confidential or sensitive information after their 
employment, contract, or agency ends.  State and federal law regulating 
confidential or sensitive information applies during and after employment, 
contract term, or agency. 

 
Former employees and agents may face civil and criminal liability for the 
unauthorized handling of confidential or sensitive information, including 
the imposition of fines and imprisonment. 

 
AUDIT, INSPECTION, 
& INVESTIGATION Confidential or sensitive information includes the place, date, and time of 

a Cabinet audit, inspection, or investigation.  Employees and agents shall 
not notify, directly or indirectly, any person, entity, facility, or place of 
business of the potential time or occurrence of such an audit, inspection, 
or investigation. 
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AUTHORIZING USE OR  
RELEASE OF  
CONFIDENTIAL OR  
SENSITIVE 
INFORMATION When in doubt about the confidential or sensitive nature of particular 

information or about the necessity for such information to undertake 
particular job duties, employees and agents shall consult with and seek the 
authorization of their supervisors or the Office of Legal Services before 
obtaining, accessing, maintaining, releasing, using, circulating, disclosing, 
or disposing of such confidential or sensitive information or the media, 
documents, or writings containing such confidential or sensitive 
information. 

 
Nothing herein should be construed to prevent compliance with law 
enforcement or investigative agencies. 

 
PROCEDURE FOR 
EMPLOYEES All employees shall review and sign the TC 12-263, Employee and Agent 

Privacy and Security of Confidential or Sensitive Information Agreement 
(Exhibit 9054) during employee orientation or thereafter and submit the 
original to the Division of Personnel Management for filing. 

 
PROCEDURE FOR 
CONTRACT PERSONNEL 
OR NONEMPLOYEE Supervisors may not allow a volunteer, co-op, intern, or a contractual 

entity and their personnel (other than a licensed attorney authorized by 
the Office of Legal Services) to undertake assignments or represent the 
Cabinet before signing the Employee and Agent Privacy and Security of 
Confidential or Sensitive Information Agreement. 

 
Upon signing the agreement, the nonemployee agent shall submit the 
original to the office, department, or division holding the contract for 
services or supervising the co-op, intern, or volunteer. 

 
PROCEDURE FOR 
SUPERVISORS Every January, all employees, volunteers, co-ops, interns, or contractual 

entities shall review this Confidential or Sensitive Information policy and 
sign (physically or digitally in the Cabinet’s Learning Management System) 
the Employee and Agent Privacy and Security of Confidential or Sensitive 
Information Agreement.  For those who do not receive a performance 
evaluation, the physically signed forms shall be maintained by the Highway 
District, Department, or Office. 
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VIOLATION OF 
POLICY Employees who violate this policy may face disciplinary actions, up to and 

including dismissal. 
 

The unauthorized obtainment, access, maintenance, release, use, 
disclosure, or distribution of confidential or sensitive information may 
result in state and federal civil and criminal liability against the employee 
and agent found to have released such information. Penalties that result 
include those referenced in KRS 522.020, KRS 522.030, KRS 522:040, KRS 
11A.040 (1), and 18 USC 2724. 

 
 

 

https://apps.legislature.ky.gov/lrcsearch
https://apps.legislature.ky.gov/lrcsearch
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

EMPLOYEE CONDUCT 

Subject 

Code of Ethics & Conflict of Interest 

STATUTORY AUTHORITY  KRS Chapter 11A 

INTENT  The policy herein  is a supplement to, not a replacement of, KRS Chapter 
11A,  “Executive Branch Code of Ethics.”   The Kentucky  statute  shall be 
controlling  in any situation where  this policy conflicts with  it but not  in 
situations where  the policy  is more  restrictive.    The policy herein  shall 
supersede all previous Cabinet policies, written and oral, relative to or in 
conflict with this policy. 

REQUIRED CONDUCT  The citizens of the Commonwealth have a right to expect honesty from state 
employees and to feel confidence in their government.  As public servants, 
Cabinet  employees  shall  strive  to  contribute  to  the  public’s  positive 
experiences with the government. 

Transportation Cabinet personnel shall: 

 Exercise good judgment, common sense, and ethical behavior

 Be independent and impartial

 Make  decisions  and  policies  within  the  established  processes  of
government

 Display  actions  that  promote  public  confidence  in  the  integrity  of
government

PROHIBITED ACTIVITIES  Transportation  Cabinet  personnel  shall  not  engage  in  any  activity  or 
enterprise that is or has the potential to be inconsistent, incompatible, or 
in  conflict  with  their  assigned  Cabinet  duties  and  responsibilities.  
Activities or enterprises deemed incompatible, inconsistent, or in conflict 
for Cabinet employees include but are not limited to the following: 

 Using  state  time,  facilities,  equipment,  materials,  or  supplies  for
private gain or advantage

 Receiving or accepting money or any other type of consideration from
anyone other than the state for the performance of an act that would
be required or expected to be rendered during the regular course of
employment as Cabinet employees
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PROHIBITED 
ACTIVITIES (CONT.) 

 Soliciting or accepting personal  loans, money, or property  from any
person or group other than a bank or other financial  institution that
conducts business with or performs services for the Cabinet, including
contractual business and service relationships

 Receiving any interest or profit from the use or loan of state funds

 Performing any act other than  in the capacity as Cabinet employees
that  may  later  be  directly  or  indirectly  subject  to  the  control,
inspection,  review,  audit,  or  enforcement  by  the  employees  or  the
Cabinet

 Disclosing or using confidential information acquired in the course of
official duties for personal gain or benefit

 Providing  confidential  information  to any person or group  to whom
the  Cabinet has not authorized issuance of such information

 Providing  names  of  personnel  for  a mailing  list  from  office  records
unless the Cabinet records officer has provided authorization

 Using  their  influence  as official Cabinet employees  in  a matter  that
involves  a  conflict  between  personal  and  public  interests  or  for
financial gain or special privileges

 Engaging  in any conduct when appearing before a state agency that
would  lead  the public  to believe  the employees are  furthering  their
private interests

 Acting as representatives for the state  in the transaction of business
for themselves or for their family members

 Contracting or doing business with the state through any businesses
in which the employee owns at least 5 percent interest

 Accepting  compensation, other  than  state  salaries,  for performance
of their official duties

GIFTS & GRATUITIES  No  Transportation  Cabinet  employee,  spouse,  or  dependent  child  shall 
solicit, accept, or agree  to accept anything of economic value as a gift, 
gratuity, or favor—including travel expenses, meals, alcoholic beverages, 
and honoraria—totaling $25 or more  in a single calendar year  from any 
person,  corporation,  public  agency,  or  group  that might  reasonably  be 
interpreted  as  affecting  the  impartial  performance  of  the  employee’s 
responsibilities and duties. 
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GIFTS & 
GRATUITIES (CONT.)  Such a person or group is one that: 

 Negotiates with the Cabinet

 Lobbies or attempts to influence actions or decisions of the Cabinet

 Is involved in litigation adverse to the Cabinet

 Has applied for or received funds from the Cabinet

Cabinet  employees  shall  not  receive  compensation  or  anything  else  of 
monetary value for their services as employees other than that to which 
they are entitled  from  the Cabinet.   This prohibition  shall not preclude 
the acceptance of awards  for meritorious public  contributions given by 
public‐ service or civic organizations. 

Aside from these restrictions, Cabinet employees shall be free to engage 
in lawful financial transactions to the same extent as any other citizen. 

FRAUD  No employee shall make any false statement, certificate, mark, rating, or 
report with regard to any test, certification, or appointment made under 
any provision of the Merit System Act or Personnel Cabinet policies and 
procedures  stated  or  referenced  in  this  manual  nor  in  any  manner 
commit  or  attempt  to  commit  any  fraud  preventing  the  impartial 
execution  of  the Merit  System  Act  or  Personnel  Cabinet  policies  and 
procedures. 

BRIBERY  No employee shall directly or indirectly give, render, pay, offer, solicit, or 
accept  any  money,  service,  or  other  valuable  consideration  for  any 
appointment, proposed appointment, promotion or proposed promotion 
to, or any advantage in, a position in the classified service. 

CABINET CONTRACTS & 
SUBCONTRACTS  Officials or employees of the Transportation Cabinet who are authorized 

in their official capacities to negotiate, make, accept, approve, or to take 
part  in  negotiating,  making,  accepting,  or  approving  any  contract  or 
subcontract  in connection with a project shall not have any  financial or 
other personal interest in any such contract or subcontract. 

No  engineer,  attorney,  appraiser,  inspector,  or  other  person  or  entity 
performing services  for the Transportation Cabinet  in connection with a 
project  shall  have  financial  or  other  personal  interest  other  than 
employment or retention by the Cabinet in any contract or subcontract in 
connection with such project. 
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REAL ESTATE 
ACTIVITIES  The Cabinet  shall necessarily buy  real estate  to use as  right of way  for 

highways.    Therefore,  no  officer  or  employee  of  such  person  or  entity 
retained by the Transportation Cabinet shall have any  financial or other 
personal  interest  in any real property acquired for a project unless such 
interest  is openly disclosed upon  the public  records of  the Cabinet and 
such officer, employee, or person has not participated in such acquisition 
for or on behalf of the Cabinet. 

Cabinet  employees  shall  be  extremely  careful  that  their  personal  real 
estate  transactions  neither  constitute  a  conflict  of  interest  nor  give  the 
appearance to the public of constituting a conflict of interest. 

A Cabinet employee  in doubt as  to whether a  contemplated  real estate 
transaction  constitutes  a  conflict  of  interest  should  request  an 
interpretation from the Office of Legal Services. 

No Cabinet employee shall: 

 Purchase  or  attempt  to  purchase  any  real  property  or  any
improvement  that  is  to  be  removed  from  any  real  property  on  the
route or the close proximity to any highway project where right of way
is to be acquired,  is being acquired, or has been recently acquired by
the Cabinet

 Act or offer  to  act  as  an  agent  for  the  sale of  any property  in  close
proximity  to any highway project after  the  first preliminary plans  for
the project are  formulated and prior to the advertising  for bid of the
highway project

 Make for either compensation or gratuity an appraisal of any property
in  the path of any highway construction project or  in close proximity
thereto  for any person,  firm,  corporation, or other entity other  than
for the Transportation Cabinet

 Make any appraisal or provide any other service for any person, firm,
corporation, or other entity that provides service to, sells products to,
or in any other manner does business with the Transportation Cabinet
if  such  appraisal or  service or  the  compensation  resulting  therefrom
could reasonably be construed as constituting a conflict of interest
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REAL ESTATE 
ACTIVITIES (CONT.) 

 Make  any  appraisal  for,  provide  any  other  service  to,  or  accept  any
compensation  from any  realtor, broker, appraiser, attorney, or other
person,  firm, corporation, or other entity providing personal  services
to the Transportation Cabinet in the field of appraising, negotiating, or
examining files. This restriction shall also apply to those persons, firms,
corporations, or other entities that have recently provided or may be
expected to provide such services to the Transportation Cabinet

 Authorize  any  other  employee  to make  appraisals  or  engage  in  any
other outside activities for profit

For more‐detailed  information,  contact  the  Office  of  Human  Resource 
Management,  Office  of  Legal  Services,  or  the  Executive  Branch  Ethics 
Commission. 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EMPLOYEE CONDUCT 

Subject 
 

Political Activity 

STATUTORY 
AUTHORITY  KRS 18A.140 
 
PERMITTED 
ACTIVITIES  Kentucky  law  places  certain  restrictions  upon  the  political  activities  of 

merit‐system employees to protect them from political pressures in their 
jobs. 

 

Permitted  political  activities  for  classified  employees  while  off  duty 
include the following: 

 

 Registering and Voting—Classified employees may register and vote 
in public elections pursuant to applicable laws. 

 

 Expression  of  Opinions—Classified  employees  have  a  right  to 
privately  express  their  opinions  on  all  political  subjects  and 
candidates,  but  they  may  not  take  an  active  part  in  political 
management or in political campaigns. 

 

 Contributions—Classified  employees  may  make  voluntary  cash 
contributions  to  political  parties,  candidates,  or  organizations;  they 
may not, however, make contributions of goods, labor, and services. 

 

 Membership  in  Political  Clubs—Classified  employees  may  join  a 
political club and attend its meetings but may not hold office or serve 
on committees of the club. 

 

 Political  Pictures  and  Signs—Classified  employees  may  display 
political pictures or signs on their personal property. 

 

 Attendance  of  Political  Rallies,  Conventions,  Etc.—Classified 
employees  may  attend  political  rallies  and  conventions  and  may 
participate  in  the  selection  of  committee members.    They may  also 
vote at  the  lowest  level of  the  selection process  for delegates  to  the 
party convention. 
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PERMITTED 
ACTIVITIES (CONT.) 

 Badges,  Buttons,  and  Stickers—Classified  employees  may  wear 
political badges or buttons and may voluntarily display political stickers 
on  their private  automobiles;  they may  not,  however, wear political 
buttons,  badges,  or  other  such  designations while  on  duty  or while 
conducting official business for the Commonwealth. 

 
 Precinct  Election  Officers—Classified  employees  may  serve  as 

precinct election officers at the polls. 
 

 Constitutional  Amendments,  Referendums,  Etc.—Classified 
employees  may  work  actively  for  or  against  constitutional 
amendments, referendums, or municipal ordinances. 

 
 Transporting Voters—On  their  own  time,  classified  employees may 

drive  friends or  relatives  to  the polls as a civic gesture but may not 
transport  voters  to  the  polls  as  an  organized  service  to  a  political 
party, faction, or candidate. 

 
PROHIBITED 
ACTIVITIES  Prohibited  political  activities  for  classified  employees,  even  while  off 

duty, include but are not limited to the following: 
 

 Political  Party  Involvement—Classified  employees  are  prohibited 
from serving on or for any political committee, party, or other similar 
organization or from serving as a delegate or alternate to a caucus or 
party  convention.    However,  they  may  vote  in  the  selection  of 
delegates  to  a  party  convention  and  in  the  selection  of  precinct 
committee members. 

 
 Political  Contributions—Classified  employees  are  prohibited  from 

soliciting  or  handling  political  contributions  and  may  not  make 
contributions of goods,  labor, or services to a political party, faction, 
or candidate. 

 
 Campaigning—Classified employees are prohibited from participating 

in  political  campaigns,  except  for  when  a  classified  employee  is  a 
candidate for an unpaid, nonpartisan office where there  is no actual 
conflict of interest with the employee’s classified position. 
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PROHIBITED 
ACTIVITIES (CONT.) 

 Political  Party  Tickets—Classified  employees  are  prohibited  from 
soliciting  the  sale  of  or  selling  items  or  tickets  for  a  political  party, 
faction, or candidate.  However, classified employees may voluntarily 
purchase such items or tickets. 

 
 Political Club Involvement—Classified employees are prohibited from 

serving as an officer of a political club or as a member or an officer of 
any of  its committees or  from being active  in  the organization of or 
addressing such a club on any partisan political matters. 

 
 Political Meetings  and Rallies—Classified  employees  are  prohibited 

from  serving  in  connection  with  preparing  for,  organizing,  or 
conducting  a  political  meeting  or  rally  or  from  addressing  such  a 
meeting on any partisan political matter except to vote. 

 
 Partisan  Activity  at  Election  Polls—Classified  employees  are 

prohibited  from engaging  in partisan activity at the polls  (at primary 
or  regular  elections)  as  checkers,  challengers,  or watchers  and  are 
prohibited  from  soliciting  votes  and  assisting  voters  in  marking 
ballots. 

 
 Candidacy  for  Office—Classified  employees  are  prohibited  from 

becoming candidates for nomination or election to any paid, partisan 
federal,  state, county, or municipal office.   They are also prohibited 
from  soliciting  others  to  become  candidates  for  nominations  or 
elections to such offices. 

 
 Nominating  Petitions—Classified  employees  are  prohibited  from 

initiating or circulating partisan political nominating petitions. 
 

 Solicitation of Political Support—Classified employees are prohibited 
from  canvassing  a  district  or  soliciting  political  support  for  a  party, 
faction, or candidate, either in person or in writing, including assisting 
with mass mailings and distributing yard signs. 

 
USE OF INFLUENCE  No person  shall directly or  indirectly use or promise  to use any official 

authority or  influence to attempt to secure any person an appointment, 
an advantage  in appointment  to a position  in  the classified services, an 
increase  in pay, or other  advantage  in employment  for  the purpose of 
influencing the vote or political action of any person. 
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ASSESSMENTS FOR 
POLITICAL PURPOSES  No  employee  in  the  classified  service  shall  directly  or  indirectly  pay  or 

promise  to pay any assessment  for political purposes.   No person  shall 
solicit  any political  assessment,  subscription,  contribution, or  service of 
any  employee  in  the  classified  service.    However,  this  rule  does  not 
prohibit employees from voluntarily contributing to the political party of 
their choice. 

 
PUBLIC OFFICE  Officers or employees of the classified service may be candidates for and 

occupy  an  elected  office  if  the  election  is  on  a  nonpartisan  basis,  the 
officers  or  employees  have  complied  with  the  requirements  of  KRS 
61.080,  and  the  duties  of  the  elective  office  do  not  interfere with,  or 
create  any  conflicts of  interest with,  the  state duties of  the officers or 
employees in the classified service.  An employee shall give notice to his 
or her appointing authority of his or her  intent to run for elective office 
upon filing to run for the office. 

 
Any Cabinet employee who becomes a  candidate  for election  to public 
office,  except  for  those  offices mentioned  in  the  preceding  paragraph, 
and  does  not  submit  a  resignation  shall  be  requested  to  resign.    Any 
employee failing to resign shall be separated from his or her position with 
the Cabinet. 

 
VIOLATION OF 
PROHIBITED 
ACTIVITIES  Officers or employees of the classified service who willfully violate any of 

the foregoing provisions shall forfeit their offices or positions and for one 
year be ineligible for any office or position in the Cabinet’s service. 

 
Violation  of  any  of  the  foregoing  provisions may  result  in  disciplinary 
action, up to and including dismissal. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

DISCIPLINE, GRIEVANCES, & 
COMPLAINTS 

Subject 
 

Employee Discipline 

 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 18A.020, KRS 18A.095, 101 KAR 1:345, and 101 KAR 2:102 
 

APPOINTING AUTHORITY The Secretary of the Transportation Cabinet is the Appointing Authority for 
the Transportation Cabinet and may delegate that authority to other 
Transportation Cabinet employees as Appointing Authority designees.  
Only the Appointing Authority, or designee, shall issue a major disciplinary 
action, including fine, suspension, demotion, or dismissal of a Cabinet 
employee, as well as other major actions that may be a part of a 
disciplinary process, including reversion, involuntary transfer, 
administrative leave, or special investigative leave. 

 

OVERVIEW Management may request a major disciplinary action when an employee 
commits an infraction of a law, regulation, or policy or when corrective 
action has not been effective.  Examples of major infractions that would 
warrant bypassing progressive disciplinary steps include, but are not 
limited to: 

 

 Fraud 
 Workplace violence (see GAP-802) 
 Falsification of official documents 
 Theft 
 Misuse of state resources 
 Harassment or retaliation 
 Failure to meet minimum requirements of job classification 
 Failure to maintain required licenses 
 Failure to report for emergency work assignments 
 Violation of provisions of the Commonwealth Office of Technology 

(COT) enterprise policies, such as CIO-060, “Internet and Electronic 
Mail Acceptable Use” (Exhibit 9052), and CIO-061, “Social Media,” 
(Exhibit 9053), as well as those of the other enterprise information 
technology policies detailed on the COT website: 

 

http://technology.ky.gov/governance/Pages/policies.aspx 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
http://technology.ky.gov/governance/Pages/policies.aspx
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REQUEST FOR 
CORRECTIVE ACTION OR 
MAJOR DISCIPLINARY 
ACTION The procedure outlined below is not intended to be the exclusive means 

for reporting potential disciplinary actions. The Appointing Authority, or 
designee, may be notified of potential disciplinary actions through various 
means, including but not limited to Inspector General reports, driver 
license reports, positive drug test and alcohol test results, and Equal 
Employment Opportunity reports, as well as requests for corrective or 
major disciplinary actions from management regarding the actions of 
subordinate employees. 

 
Management Responsibilities—To request a corrective action or a major 
disciplinary action, management may prepare the following information 
and submit it to the Employee Compliance Branch (ECB) in the Office of 
Human Resource Management (OHRM) as soon as practicable: 

 
 Completed TC 12-227 form, Request for Corrective or Major 

Disciplinary Action (Exhibit 9040), detailing the date, time, place, 
witnesses, and description of the incident 

 
 Evidence of violation including, but not limited to: 

 
 Each witness’s statement (signed by witness and dated) 
 Employee’s statement  (signed by employee and dated) 
 Timesheets and leave requests 
 Investigative report 
 Performance-related documents or reports 
 Other relevant official documents (doctor’s statements, logs, 

incident reports, client/contractor reports, uniform citations, 
vehicle damage estimates, etc.) 

 
 Documentation of previous corrective action(s), including but not 

limited to: 
 

 Previous counseling or verbal reprimands 
 Performance evaluation plans 
 Performance improvement plans 
 Training records 

 

Management should ensure that all information in the packet is complete 
and accurate.  Incomplete or inaccurate information may result in delays 
to take appropriate corrective or major disciplinary action.  If questions 
arise, management may contact ECB for guidance. 
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REQUEST FOR CORRECTIVE 
ACTION OR MAJOR 
DISCIPLINARY ACTION 
(CONT.) Before forwarding all information to ECB, management shall notify the 

employee of the request for disciplinary action and have the employee sign 
the TC 12-228 form, Notice of Request for Corrective Action or Major 
Disciplinary Action (Exhibit 9056), to acknowledge receipt of the notice for 
such action.  Management may have a witness present when notifying the 
employee of the request.  If the employee refuses to sign the TC 12-228 
form, the witness may sign where indicated. 

 

OHRM Responsibilities—ECB shall: 
 

 Review the request for corrective action or major disciplinary action 
and supporting documentation 

 

 Elicit additional information or clarification, if necessary 
 

 Recommend to the Appointing Authority, or designee, whether the 
incident warrants corrective action or major disciplinary action 

 

If corrective action is appropriate, ECB, in consultation with the 
Appointing Authority, or designee, will determine whether a verbal 
warning or written reprimand is appropriate.  If a verbal warning is 
appropriate, ECB may contact management to authorize giving the 
employee a verbal warning.  If a written reprimand is appropriate, ECB 
may draft a written reprimand for delivery to the employee by 
management. 

 

If a major disciplinary action is appropriate, ECB shall draft a written 
notice of a recommended disciplinary action and forward the notice 
and supporting documentation to the Appointing Authority, or 
designee, for review and approval. 

 
Upon approval and signature of the Appointing Authority, or designee, ECB 
may send the disciplinary action letter to management for delivery to the 
employee.  If the employee is not working, ECB may send the notice 
directly to the employee by certified mail. 

 
VERBAL WARNING Management may issue a verbal warning to an employee for a minor 

infraction that counseling or retraining may correct. Management may: 
 

1. Hold a private meeting that may include a human resource 
representative or another supervisor with the employee to issue the 
verbal warning 
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VERBAL WARNING 
(CONT.) 

2. Explain the unacceptable conduct or work performance that is the 
reason for the warning 

 
3. Review any policies, procedures, or available training opportunities 

relevant to the unacceptable conduct or work performance 
 

Note:  Management may ask the employee to sign all policies and 
procedures that management reviews with the employee and maintain 
the signed documents as evidence of the review. 

 
4. Use additional means to ensure that the employee understands and 

corrects the behavior, such as: 
 

 Directing the employee to attend training 
 Preparing a performance improvement plan for the employee  
 Requiring the employee to provide a medical certification 

pertaining to the ability to perform certain duties 
 

5. Inform the employee that future similar actions may result in more-
severe disciplinary action 

 
6. Document the subject matter and date of the meeting 

 
7. Ask the employee to sign the documentation and then provide the 

employee a copy of it 
 

8. File the original in the employee’s performance evaluation folder in the 
supervisor’s office 

 
WRITTEN 
REPRIMAND In consultation with ECB, management may issue a written reprimand to 

an employee for misconduct, failure to meet job-performance 
expectations, and poor time and attendance.  A written reprimand is the 
first officially documented step in the progressive disciplinary process. 

 
To issue a written reprimand, management may: 

 
1. Complete the TC 12-227 form, Request for Corrective Action or Major 

Disciplinary Action 
 

2. Forward the TC 12-227 form and any supporting documentation to the 
office, department, or division head for review and signature 
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WRITTEN 
REPRIMAND (CONT.) 

3. Upon signature of the office, department, or division head, forward the 
TC 12-227 form and any supporting documentation to the Appointing 
Authority, or designee, in OHRM 

 
Note:  In consultation with the Appointing Authority, or designee, ECB 
may: 

 
 Review all documentation 

 
 Investigate the alleged incident as necessary 

 
 Prepare the letter of reprimand, which may include a reprimand for 

additional misconduct revealed as the result of an investigation, 
and forward a copy to management for delivery to the subject 
employee and to the respective office, department, or division 
head 

 
4. Upon approval of the written reprimand by the Appointing Authority, 

or designee, hold a private meeting that may include a human resource 
representative or another supervisor with the employee to discuss the 
specific reason(s) for the written reprimand and review any policies or 
procedures relevant to the infraction 

 
5. Ask the employee to sign the reprimand and inform the employee that 

his or her signature does not indicate agreement with the reprimand, 
only receipt of it 

 
Note:  If the employee refuses to sign, a supervisor should note, in the 
presence of a witness, the employee’s refusal and should have the 
witness sign the report where indicated. 

 
6. Sign the written reprimand and forward a copy of the signed reprimand 

and, if applicable, the employee’s written response to ECB for 
placement in the official employee personnel files maintained by 
OHRM and the Personnel Cabinet 

 
If, upon investigation, ECB, in consultation with the Appointing Authority, 
or designee, decides that the incident does not warrant a written 
reprimand, the request for disciplinary action becomes equivalent to a 
verbal warning to the employee, and a copy of the report shall not appear 
in the employee’s official personnel files. 
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WRITTEN 
REPRIMAND (CONT.) Note:  Under no circumstance shall management draft a written 

reprimand nor issue a written reprimand without first consulting the 
Appointing Authority, or designee, and ECB.  Once the branch drafts the 
reprimand and the Appointing Authority, or designee, approves it, 
management may issue the written reprimand to the employee. 

 
MAJOR DISCIPLINARY 
ACTION A major disciplinary action may be required when an employee commits 

an infraction of a law, regulation, or policy or when prior corrective action 
has not been effective. 

 
If the recommended disciplinary action is a demotion or a dismissal, ECB 
shall send the employee a notice of intent, which outlines the charges and 
gives the employee an opportunity to respond before receiving the final 
notice.  The notice of intent shall state: 

 
 Specific reasons for the disciplinary action, including any statutory, 

regulatory, or policy violations 
 

 Specific activity on which the disciplinary action is based 
 

 Date, time, and place of the activity 
 

 Names of the parties involved 
 

 Employee’s right to respond in person with or without counsel by 
requesting within 5 working days a predemotion or pretermination 
hearing if the employee receives a notice of intent to demote or 
dismiss 

 
If the employee requests a predemotion or pretermination hearing, the 
Appointing Authority, or designee, shall schedule the hearing within 6 
working days after receipt of the request, unless the employee, pursuant 
to KRS 18A.095(6) waives the requirement for the 6 working days. 

 
Within 10 working days, or as soon as practicable, after considering the 
employee’s written response, the Appointing Authority, or designee, shall 
decide whether to amend, rescind, or proceed with the intended action 
and issue to the employee the final notice detailing the decision. 

 
Within 5 working days after a predemotion or pretermination hearing, the 
Appointing Authority, or designee, shall decide whether to amend, rescind, 
or proceed with the intended action and issue to the employee the final 
notice detailing the decision. 
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PERFORMANCE   
IMPROVEMENT PLANS A performance improvement plan is an optional process that supervisors 

REPORTING 
VIOLATIONS 

MAINTAINING RECORDS 
OF DISCIPLINARY 
ACTIONS 

ANNUAL LEAVE 

may use to guide and document performance improvement.  A supervisor 
may initiate a performance improvement plan any time to address 
performance or conduct issues.  The supervisor shall consult with ECB prior 
to initiating a performance improvement plan.     

A supervisor has the primary responsibility for maintaining discipline of 
those employees under his or her supervision and shall report employee 
delinquency, misconduct, or incompetence.  A supervisor failing to report 
employee misconduct or to take appropriate remedial action is derelict in 
the discharge of his or her assigned duties and may be subject to 
disciplinary action. 

ECB shall maintain copies of all official disciplinary actions in the 
employees’ official personnel files and shall forward copies to the 
Personnel Cabinet for inclusion in the employees’ personnel files there. 
ECB shall also provide copies of all notices to the appropriate office, 
department, or division head. 

If an employee resigns during the pending review and/or investigation of 
a recommended disciplinary action, ECB shall prepare and issue a notice to 
the employee of the agency’s decision to accept his or her resignation with 
prejudice. 

Pursuant to 101 KAR 2:102, an employee dismissed for cause related 
to misconduct shall not receive payment of his or her accumulated 
annual leave. 


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GENERAL ADMINISTRATION &

PERSONNEL 

Chapter 

DISCIPLINE, GRIEVANCES, & 
COMPLAINTS 

Subject 

EEO / Civil Rights Complaint Procedures 

AUTHORITY The Transportation Cabinet has developed the Equal Employment 
Opportunity (EEO) complaint investigation procedures herein pursuant 
to: 

 Title VII of the Civil Rights Act of 1964
 Executive Order 11246 as amended in Executive Order 11375
 Americans with Disabilities Act
 Age Discrimination in Employment Act
 Section 504 of the Rehabilitation Act of 1973
 Kentucky Civil Rights Act
 Federal-Aid Highway Act: Title 23 CFR 230, Subpart C, App. A, (B) (11)
 KRS Chapter 18A
 Other pertinent statutes and regulations

PURPOSE The Cabinet is committed to ensuring an environment free from 
discrimination and harassment against employees and those 
who conduct business with the Cabinet, as described in 
GAP-803, “Antiharassment / Antidiscrimination.”  Employees wishing 
to file a discrimination complaint have two options: 

 EEO/Civil Rights complaint process
 Appeal to the State Personnel Board process

Employees may elect to file complaints directly with the federal Equal 
Employment Opportunity Commission (EEOC) or the Kentucky 
Commission on Human Rights (KCHR). 

The Cabinet’s EEO/Civil Rights complaint procedures establish the 
process for filing, investigating, and resolving employment discrimination 
complaints.  These procedures also: 

 Ensure that any employee or applicant for employment shall be
afforded an immediate and fair method for the resolution of
discrimination complaints

 Provide the opportunity for employees to discuss, informally and
confidentially, any allegations of unlawful discrimination
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PURPOSE (CONT.) 
 Encourage in-house resolution of alleged unlawful discrimination

complaints

 Provide a mechanism to ensure that aggrieved individuals may pursue
resolution free from interference, coercion, reprisal, or any other
form of retaliation

Note:  Any employee may participate in these procedures without
fear of retaliation.  The Cabinet prohibits retaliatory action of any kind
and regards such action as a separate and distinct cause for
complaint.  Any interference, coercion, reprisal, or other intimidation
against an employee who has participated in the EEO/Civil Rights
complaint procedures shall result in disciplinary action against the
responsible individual(s).

The Cabinet, however, seeks to resolve most complaints with the use of 
the internal EEO/Civil Rights complaint procedures herein.  The goal of 
the Cabinet is to investigate and stop any prohibited activity immediately 
so that employees can focus their attention on job duties. 

EEO / CIVIL RIGHTS 
COMPLAINT PROCESS 
FOR EMPLOYEES The Cabinet’s internal EEO/Civil Rights complaint procedures herein are 

not intended to duplicate or circumvent other available options. 

The three major steps of the internal EEO/Civil Rights complaint 
procedures are as follows: 

1. Inquiry
2. Informal Complaint
3. Formal Complaint

INQUIRY An inquiry is the first major step in filing a complaint.  An individual may 
approach any member of management, the Employee Compliance 
Branch, an EEO liaison, or the Office for Civil Rights and Small Business 
Development (OCRSBD) with an inquiry.  The Cabinet’s EEO liaisons 
include the designated representative in each highway district and the 
EEO coordinator/liaison in OCRSBD. 

The recipient of the inquiry shall review this procedure with the 
individual making the inquiry.  The recipient of the inquiry shall forward 
all inquiries to OCRSBD within 2 working days of receipt, not including the 
day the inquiry is made.  Within 15 working days of being notified of the 
inquiry, OCRSBD may discuss the inquiry with the complainant in order to 
informally resolve the inquiry. 
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INFORMAL COMPLAINT If the inquiry is not resolved, then OCRSBD may bring the issue to the 
attention of management and persons other than the individual making 
the inquiry to determine whether the inquiry may be resolved informally. 
If the inquiry cannot be informally resolved, OCRSBD shall accept the 
inquiry as a formal complaint. 

FORMAL COMPLAINT A formal complaint is the final step in the internal complaint process.  If 
an individual chooses, he or she may bypass the inquiry/informal 
complaint process and file a formal complaint with OCRSBD at any time.  
Before a formal investigation is initiated, the complainant shall 
complete and sign the TC 18-6 form, EEO Complaint (Exhibit 9057).  This 
statement shall include the complaint’s basis (race, color, sex, etc.), 
issues (equal pay, failure to promote, etc.), incident dates, identity of 
the accused, and names of supporting witnesses. The EEO liaison or 
OCRSBD shall provide technical assistance as necessary.  The EEO 
Complaint form may be submitted to the following address: 

Kentucky Transportation Cabinet 
Office for Civil Rights and Small Business Development 
200 Mero Street 
Frankfort, Kentucky 40622 

OCRSBD allows the complainant 60 days to return the EEO Complaint 
form. Failure to return the form within 60 days may result in a closure of 
the complaint.  The complainant may resubmit or refile the complaint at 
any time. 

The employee may fax the document(s) to (502) 564-2114 or (502)-564-
1491.   

As appropriate, the assigned EEO investigator shall: 

 Notify the office or department head of the affected work unit of the 
complaint investigation

 Inform the accused of the factual allegations and give him or her an 
opportunity to respond by submitting supporting documentation, 
witnesses’ names, and other relevant material

 Conduct interviews with the complainant, accused, and all 
witnesses regarding information relevant to the complaint
Note:  OCRSBD will provide interviewees with the TC 18-21 form, 
Truth & Confidentiality Agreement for Equal Employment Opportunity 
(EEO) Investigations (Exhibit 9074).  Interviewees shall submit the 
completed TC 18-21 form to OCRSBD prior to the interviews.
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FORMAL COMPLAINT 
(CONT.) 

 Collect and tabulate personal data relative to the complaint 
(timesheets, application, disciplinary actions, etc.) in order to provide 
comparative and documentary evidence 

 
 Conduct on-site fact finding to collect information, interview 

witnesses, and review official files and records 
 

 Request signed statements from all relevant witnesses 
 

 Compile statistical data (terminations, new hires, etc.) relevant to the 
issues cited in the complaint 

 
 Review personnel files of complainant and other key employees 

named in the complaint 
 

To resolve conflicting issues and to verify whether or not the alleged 
discrimination in the complaint exists, OCRSBD shall: 

 
 Evaluate all investigative data 

 
 Identify each allegation on the complaint 

 
 Analyze denials, corroborations, and defenses to each allegation 

 
For an unsubstantiated complaint, OCRSBD issues a letter of findings 
indicating the claims were not substantiated to the complainant, the 
accused, and the office or department head. 

 
For a substantiated complaint, OCRSBD issues a letter of findings 
indicating the claims were substantiated to the complainant, the accused, 
the Office of Human Resource Management (OHRM), and the office or 
department head.  Also, OCRSBD issues an investigative report to the 
Secretary and the Appointing Authority designee(s) within OHRM for 
appropriate action. 

 
Regardless of the investigation’s determination (substantiated or 
unsubstantiated), if the complainant is represented by counsel, any and 
all correspondence shall be sent to the complainant’s counsel. 

 
When an investigation substantiates the allegations of a complaint, 
OCRSBD shall forward a summary report of the findings to the Cabinet 
Secretary and the Appointing Authority designee(s) within OHRM for final 
review and resolution.  The Cabinet Secretary or the Appointing Authority 
designee(s) within OHRM shall determine the appropriate action. 
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FORMAL COMPLAINT 
(CONT.) The entire investigatory process for the formal complaint should not 

exceed 60 days from the date OCRSBD receives the completed and 
signed EEO Complaint form or the date OCRSBD receives the initial 
inquiry, whichever comes last.  Upon written notification to the 
complainant, OCRSBD may extend the completion date of the 
investigation. 

 
OTHER AVAILABLE 
OPTIONS The following options are available to employees, concurrent with an 

internal complaint investigation.  OCRSBD shall advise employees of all 
options available, including time limitations for filing complaints with 
state and federal compliance agencies: 

 
 A state employee may file a complaint that alleges discrimination on 

the basis of race, color, national origin, sex, age (40 or older), religion, 
sexual orientation, gender identity, veteran status, disability, political 
affiliation, or smoking status or in reprisal for opposition to 
discriminatory practices or participation in the EEO process.  The 
recipient of such complaint shall immediately notify the Cabinet’s EEO 
coordinator in order to comply with the Kentucky Transportation 
Cabinet’s Affirmative Action Plan. 

 
 If a complaint is filed alleging discrimination or sexual harassment, 

the grievance will be suspended, and the complainant shall complete 
the EEO Complaint form and submit it to OCRSBD.  If the outcome of 
the investigation conducted by OCRSBD is unsatisfactory to the 
complainant, then the complainant has the right to proceed with the 
grievance procedure outlined in GAP-903, “Employee Grievances,” 
and the Personnel Cabinet’s Employee Handbook. 

 
 Any classified or unclassified employee may appeal directly to the 

state Personnel Board an action alleged to be based on discrimination 
due to race, color, national origin, sex, age (40 or older), religion, 
sexual orientation, gender identity, veteran status, disability, political 
affiliation, or smoking status or in reprisal for opposition to 
discriminatory practices or participation in the EEO process. 

 
 The Kentucky Commission on Human Rights (KCHR) is the state 

agency that investigates complaints of discrimination. 
 

 The Equal Employment Opportunity Commission (EEOC) is the federal 
agency that investigates complaints of discrimination. 
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RESPONSIBILITIES OF 
DEPARTMENTS, OFFICES, 
& DISTRICTS Supervisors shall not request major disciplinary action against employees 

based on allegations raised in a complaint until the completion of the 
investigation. 

 
Of note, cease and desist orders shall be issued by OCRSBD. Placement 
on special investigative leave shall be issued by OHRM. 

 
RETALIATION No employee shall retaliate against anyone who raises a complaint 

according to this procedure.  Any employee who is found to have 
retaliated shall be subject to disciplinary action, up to and including 
dismissal. 

 
FAILURE TO 
COOPERATE Per KRS 18A.095, employees who refuse or fail to cooperate in an 

investigation may be subject to disciplinary action. 
 
WITHDRAWAL OF 
COMPLAINT To withdraw a complaint of discrimination, the complainant shall submit 

to OCRSBD a written request stating the reasons for withdrawal. 
 

OCRSBD shall accept the request for withdrawal unless the office 
determines either of the following: 

 
 The complainant was coerced, harassed, or compelled to withdraw 

the complaint 
 

 The nature of the allegations merit further investigation 
 

Upon acceptance of the request to withdraw the complaint, OCRSBD 
shall notify all relevant parties in writing of the decision to withdraw. 

 
Upon rejection of the request to withdraw the complaint, OCRSBD shall 
notify the complainant in writing of the decision to proceed with the 
investigation. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

DISCIPLINE, GRIEVANCES, & 
COMPLAINTS 

Subject 
 

Employee Grievances 

 

AUTHORITY 101 KAR 1:375 
 

In accordance with this regulation, grievance is defined as “a complaint 
filed by an employee which concerns some aspect of his or her conditions 
of employment over which the employee’s cabinet or agency has control 
and which has occurred or of which the employee has become aware, 
through the exercise of due diligence, within thirty (30) calendar days 
prior to filing.” 

 
PROVISIONS A classified employee who believes that he or she has been subjected to 

unfair or unjust treatment concerning his or her conditions of 
employment may file a grievance using the Personnel Cabinet’s Grievance 
Form (Exhibit 9058), located in the Personnel Cabinet’s online forms 
library at: 

 
https://personnel.ky.gov/Pages/Grievances.aspx 
 

An employee shall be entitled to file a grievance without interference, 
coercion, discrimination, or reprisal. 

 
If a grievance alleges discrimination on the basis of race, color, religion, 
national origin, sex, disability, age (40 years or older), or other protected 
class, the recipient of such a grievance shall immediately notify and 
forward a copy of the grievance to the Office of Human Resource 
Management (OHRM), Employee Compliance Branch (ECB).  ECB may 
forward the grievance to the Office for Civil Rights and Small Business 
Development (OCRSBD) for investigation.  If an investigation is initiated 
by OCRSBD, the grievance will be held in abeyance until the OCRSBD’s 
investigation is concluded.  If the employee is dissatisfied with the results 
of the investigation, the employee may continue to pursue the grievance 
by contacting the ECB within 30 days of receiving the OCRSBD 
investigation results to request a response to the grievance. 

 
 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
https://personnel.ky.gov/pages/grievances.aspx
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PROVISIONS (CONT.) If a grievance alleges conduct by an individual or entity holding a contract 
with the Commonwealth or by an employee that violates policies, 
procedures, regulations, or law, the matter may be referred to the Office 
of Inspector General (OIG), who may initiate an investigation. Bases for 
referral to the OIG include, but are not limited to, allegations of fraud in 
time and attendance, improper use of state equipment or resources, or 
failure to follow established policies or procedures. An employee may 
also file such a complaint directly with OIG. 

 
PROCEDURE An employee shall file the grievance with his or her immediate supervisor 

within 30 days following the occurrence or of the employee’s becoming 
aware, through the exercise of due diligence, of the action that is the 
subject of the grievance. 

 

If the action or conduct of the first-line supervisor is the basis of an 
employee’s complaint, the employee may file the grievance with the 
second-line supervisor. 

 

A written agreement of both parties may waive intermediate grievance 
levels. 

 
An employee shall state in writing the basis of his or her grievance, 
together with the desired resolution.  If an employee wishes to submit 
additional information or documentation, he or she may attach it to the 
grievance form.  An employee should include all additional information or 
documentation that the employee wants considered as part of the 
grievance when initially filing the grievance. 

 
An employee shall forward a copy of the grievance form and any 
attachments to ECB. 

 
An employee may not use state time or resources (copiers, printers, 
faxes, computers, etc.) to file and process his or her grievance.  An 
employee who uses state time or resources to file or process a grievance 
may be disciplined, up to and including dismissal, notwithstanding the 
merits of the grievance. 

 
GRIEVANCE LEVELS The immediate supervisor shall respond to the grievance within 10 

working days.  All supervisors in the management chain between the 
immediate supervisor and the Appointing Authority shall respond to the 
grievance within 5 working days.  The Appointing Authority, or designee, 
shall respond to the grievance within 20 working days.  At each level, the 
employee has 2 working days to appeal the grievance to the next level.  
In all cases, the calculation of the due dates for the responses or appeal 
shall not include the date of receipt. 
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EMPLOYEE 
REPRESENTATIVE Employees may have a representative (counsel, co-worker, relative, 

friend, etc.) present at each stage of the grievance process.  The 
employee’s representative may advise the employee; however, any 
discussions shall be between the supervisor and the employee filing the 
grievance. The supervisor may also have a Cabinet representative present 
during the meeting. 

 
SUPERVISOR 
RESPONSIBILITIES Upon receipt of a grievance, the supervisor who makes the initial review 

shall forward a copy of the grievance and all documentation to ECB. 
 

Upon receipt of a grievance, the supervisor shall inform the next-line 
supervisor that the grievance is in the supervisor’s possession.  The next-
line supervisor shall monitor the supervisor reviewing the grievance to 
ensure response by the deadline.  101 KAR 1:375 specifies that failure of 
supervisory or management personnel to respond within the prescribed 
time limits shall automatically advance the grievance to the next review 
level.  Upon failure to meet the deadline, the next-line supervisor shall 
obtain the grievance and respond within 5 working days of obtaining the 
grievance, unless the employee agrees in writing to extend the deadline. 

 
If a supervisor cannot respond to a grievance within the time limits 
required by regulation, he or she shall obtain from the employee a 
written agreement to extend the time frame.  A copy of any such 
agreement shall be forwarded with the original grievance. 

 
If the employee accepts a supervisor’s findings and decision, the 
supervisor shall notify ECB that the grievance has been resolved and 
forward a copy of the grievance with the employee’s signed acceptance 
to ECB. 

 
Any person who retaliates against any employee who files a grievance 
shall be subject to disciplinary action, up to and including dismissal. 

 
ECB 
RESPONSIBILITIES ECB shall track the progress of all grievances and notify OCRSBD if 

appropriate. 
 
INVESTIGATION 
OF GRIEVANCE Employees requested by management, OHRM, OCRSBD, or the Office of 

Inspector General (OIG) to interview for evaluation or investigation of a 
grievance or complaint outside normal working hours shall receive 
compensatory time. 

https://apps.legislature.ky.gov/lrcsearch#tabs-2
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INVESTIGATION 
OF GRIEVANCE (CONT.) Interviews to evaluate or investigate the grievance or complaint held by 

management, OHRM, OCRSBD, or OIG with the grievant or other 
employees shall not require the use of leave time. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Open Records 

STATUTORY & 
REGULATORY 
AUTHORITY KRS 61.870–61.884 and 200 KAR 1:020 

DEFINITION OF 
PUBLIC RECORD A public record is any paper, card, book, map, photograph, tape, disc, 

diskette, recording software, or other documentation―regardless of 
physical form or characteristics―that is prepared, owned, used, in the 
possession of, or retained by a public agency.  Although in the possession 
of the Transportation Cabinet, a public record shall not include any 
record owned or maintained by a private person or corporation or any 
public agency that is not related to functions, activities, programs, or 
operations funded by state or local authority. 

Disclosure of requested information is determined by the nature of the 
information itself, not by the identity of the requester or by the purpose 
for seeking the information. 

OFFICIAL CUSTODIAN The Executive Director of the Office of Legal Services serves as the official 
custodian of the public records of the Cabinet and is responsible for the 
overall supervision of Cabinet policies and procedures relating to access 
to public records. 

DESIGNATED 
CUSTODIAN Each office or department head, division director, or other official 

designated by the Executive Director of Legal Services serves as custodian 
of records within his or her respective organizational unit and has the 
responsibility to comply with the provisions in this policy. 

CUSTODIAN 
APPROVAL The custodian of records is to approve: 

 Requests by other public agencies or officials for information deemed
confidential (such agencies or officials include the Social Security
Administration, the Revenue Cabinet, federal agencies, child-support
officials, attorneys, credit bureaus, and collection agencies).
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CUSTODIAN 
APPROVAL (CONT.) 

 Additional time needed to collect data prior to rendering an opinion

 Final departmental reports to other governmental agencies or
officials

PUBLIC NOTICE 

PERMISSION TO 
INSPECT RECORDS 

REQUEST FOR 
INSPECTION OF 
OPEN RECORDS 

The custodian of records also shall determine whether complying with an 
application for information by a public agency or an official would place 
an unreasonable burden of producing voluminous records or whether 
repeated requests would disrupt other essential functions of the agency 
(consult with the Office of Legal Services). 

The custodian shall post in a prominent location to which the public has 
access a notice of regulations governing inspection of the public records. 

Subject to the provisions of this policy, a person submitting a request to 
inspect public records must include with the request a statement that the 
person making the request is a resident of the Commonwealth as defined 
by KRS 61.870(10). A public agency may deny a request to inspect records 
that does not include such a statement. (KRS 61.872).  

Generally, the TC 11-205 form, Request to Inspect Public Records (Exhibit 
9059), is used to make a request from the Cabinet, but a letter by mail or 
an email is also acceptable.  

 Requests for nonconfidential information shall be in writing.  Mailed
requests shall be addressed to Open Records, 200 Mero Street, 6th

Floor, Frankfort, KY, 40622. Emailed requests shall be sent to
KYTC.OpenRecords@ky.gov. Kentucky Revised Statutes 61 et seq.
state that an oral request need not be honored.

 Upon receiving an unwritten inquiry, the recipient shall clearly advise
the person that the request is to be in writing to the Executive
Director of the Office of Legal Services.

 If the person to whom the application is directed does not have
custody, that person shall notify the applicant and furnish the name
and the location of the Executive Director of the Office of Legal
Services.

 Nonconfidential records shall be inspected during regular office
hours.  The custodian shall require written application describing
records to be inspected.
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REQUEST FOR 
INSPECTION OF 
OPEN RECORDS (CONT.) 
 

 After inspecting records, an applicant may request copies for a fee.  
The fee may have to be paid in advance. 
 

 If a nonconfidential record is in active use, in storage, or otherwise 
not available, the custodian shall notify the applicant within 5 working 
days of receipt of the application of the reason for the delay in 
providing access and the earliest practicable date, time, and place the 
record will be available for inspection. 

 
 If any record contains confidential material, the agency shall separate 

the confidential portions and make the nonconfidential information 
available for examination. 

 

INFORMATION 
FOR RELEASE Listed are the kinds of information for release: 
 

 Employee’s name, position, salary, length of service, and work 
location at the option of the Transportation Cabinet’s Division of 
Personnel Management 

 
 Final decisions, policies, or orders of the Cabinet 

 
 Any other information of a nonconfidential nature 

 
The custodian of the records requested for inspection shall promptly 
determine the availability of such records for inspection. 

 

RECORDS AVAILABLE 
FOR INSPECTION When a record is available and subject to inspection, the custodian shall 

assign a Cabinet employee to assist the applicant to ensure protection of 
the record against damage and disorganization. 

 

The applicant shall make the inspection in the presence of an employee 
of the Cabinet and on the Cabinet’s premises during regular office hours. 

 

The applicant shall not be allowed to remove original documents from 
the Cabinet’s premises, except by permission of the official custodian.  
The custodian is responsible for copying the original documents to ensure 
that a complete file is maintained on the Cabinet’s premises at all times. 
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RECORDS 
UNAVAILABLE FOR 
INSPECTION If a record sought is in active use, in storage, or otherwise not readily 

available, the custodian shall inform the applicant within 5 working days 
of receipt of the request of the reason for the delay in providing access 
and also the earliest practicable date, time, and place the record will be 
available for inspection. 

 
DENIAL OF 
INSPECTION If a record is not available for inspection, the custodian shall orally inform 

the applicant, if present, that the record is unavailable.  Furthermore, the 
custodian shall confirm denial in writing within 5 working days after 
receipt of the application.  The custodian shall distribute copies of the 
denial as follows: one copy to the applicant and one copy to the 
Executive Director of the Office of Legal Services (official custodian). 

 
If denying an application because the record sought is of a kind that 
should not be released, the custodian shall inform the applicant of the 
reason for denial, in whole or in part, and is to include a statement of the 
specific exception from the statutes and the reason the exception applies 
to the record withheld. 

 
If the application for inspection places an unreasonable burden of 
producing voluminous records or if the custodian has reason to believe 
that repeated requests are intended to disrupt other essential functions 
of the Cabinet, the custodian may deny the request.  The custodian, 
however, shall support denial for either of these reasons with clear and 
persuasive evidence. 

 
REEVALUATION 
OF DENIAL If the custodian denies an application and the applicant requests an 

opinion from the Attorney General, who in turn issues an opinion in favor 
of the applicant, the Cabinet shall reevaluate its denial and may make the 
records available for inspection, unless appeal is warranted. 

 
NOTIFICATION OF 
COURT ACTION The custodian shall notify the Attorney General and the Executive 

Director of the Office of Legal Services of any actions filed against the 
Cabinet in circuit court regarding the enforcement of KRS 61.870–61.884. 
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CUSTODIAN 
RECORDKEEPING The custodian shall keep records of all: 
 

 Requests for inspection 
 

 Responses to requests 
 

 Requests for copies of records 
 

 Fees charged 
 
FEES The Cabinet requires payment for copies of records.  Payment shall be 

made at the rate of 10 cents a sheet for letter- or legal-sized copies that 
are produced in a conventional and routine manner.  Charges for other 
material or other types of copies—such as photographs, maps, or other 
graphic material—and for records stored in libraries and computer files 
shall be equal to, but not exceed, the actual cost of producing the 
material or copies.  There shall be no charge for inspection only, unless 
copies are requested or unless there is a cost (as stipulated above) 
associated with providing information for inspection. 

 
Before copies of records are prepared, requesters shall be informed of 
the actual cost of the copies or the approximate cost if the actual cost is 
not known. 

 
The fees established herein shall not be charged to employees of the 
Cabinet for copies of records requested in the course of their 
employment and shall not apply in cases of documents printed for sale 
for which a fee is fixed by or pursuant to law or that are customarily 
distributed without charge. 

 
In accordance with the provisions of this policy and the Accounts Manual, 
the custodian shall periodically submit all fees collected to the Division of 
Accounts, accompanied by sufficient identification of the funds to assure 
proper credit.  The Division of Accounts shall deposit the fees to the 
account of the State Transportation Fund. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Records Retention 

AUTHORITY  KRS 171.410–171.740, which established the State Archives and Records 
Commission and  the Kentucky Department  for Libraries and Archives,  is 
the  legal authority for matters relating to records retention within state 
government. 

RETENTION  Retention  refers  to  a  period—usually  expressed  in  years—that  a 
particular record shall be maintained.  Records shall be retained in one of 
three ways: 

1. For all time within the agency

2. For a defined period within the agency and then destroyed

3. For a defined period within the agency and then transferred  either to
the  State  Archives  Center  for  permanent  retention  or  to  the  State
Records Center for a defined period and then destroyed

STATE ARCHIVES 
& RECORDS 
COMMISSION  Pursuant to the statute cited above, this 17‐member body meets at least 

four times a year on matters relating to: 

 Archives and records management

 Approval  of  schedules  for  the  retention  or  destruction  of  records
submitted by state and local agencies

KENTUCKY DEPARTMENT

FOR LIBRARIES & 
ARCHIVES (KDLA)  This department: 

 Establishes  standards  for  the  selective  retention  of  records  of
continuing value

 Assists state and local agencies in applying such standards

 Prescribes  the policies  and procedures  to be  followed by  state  and
local agencies in the conduct of their records‐management programs
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CABINET RECORDS 
OFFICER  Pursuant to 725 KAR 1:010, Section 1, the authority for records retention 

in the Transportation Cabinet lies with the records officer from the Office 
of Legal Services, as designated by the Secretary. 

The records officer: 

 Formulates and updates the Cabinet’s Records Retention Schedule in
cooperation with the KDLA

 Ensures that established guidelines are followed
 Coordinates  all  records management  between  the  Cabinet  and  the

KDLA
 Addresses all questions about the retention of Cabinet records

RECORDS RETENTION 
SCHEDULE  The  Records  Retention  Schedule  lists  all  Cabinet  records  by  office, 

department,  or  division  and  provides  the  retention  period  and  final 
disposition  of  each  record.    Final  disposition  is  divided  into  three 
categories: 

1. Retention
2. Transfer
3. Destruction

TRANSFER OF 
RECORDS  Cabinet  units  shall  transfer  permanent  or  nonpermanent  records 

according  to  the  disposition  instructions  in  the  Cabinet’s  Records 
Retention Schedule or in the General Schedule for State Agencies. 

To request a transfer of records, a Cabinet office, department, or division 
shall  complete  the  PRD  70  form,  Records  Transmittal  to  State  Archives  
Center   or   State   Records   Center   (Exhibit   9060),   and   submit   it   to 
the Cabinet  records  officer  for  approval  and  signature.     The  records  
officer  shall   forward   the   form   to   KDLA,   which   shall   pick   up   the  
records  and deliver them to the appropriate center. 

An  office,  department,  or  division  that  has  records  it  needs  to  transfer  
but  the  records  are  not  listed  in  the  Records  Retention  Schedule  shall 
submit to the Cabinet records officer a completed PRD 320  form, Record 
Description  and  Analysis  (Exhibit  9061).     The  records  officer  shall  verify  
the   completed   form   and   take   appropriate   action   with   KDLA   to 
incorporate the records into the Cabinet’s retention schedule. 

When transferred records are ready for destruction, KDLA shall notify the 
appropriate office, department, or division through the records officer so 
that the office, department, or division has the final opportunity to retain 
the records beyond the approved retention period if necessary. 

http://www.lrc.ky.gov/kar/725/001/010.htm
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RETRIEVAL 
PROCEDURES  Only the Cabinet records officer or other Cabinet personnel whose names 

are listed on the L‐A&R 140 card, Records Request Authorization (Exhibit 
9062), may request records from KDLA. 

The  requesting  office,  department,  or  division  shall  provide  the  
appropriate   information   to   the   Cabinet   records   officer,   who   is  
to complete the PRD 160 form, Record Request (Exhibit 9063), and mail it 
to KDLA for record pickup or for on‐site review at the depository. 

Shipment  is  normally  by  messenger  mail  in  Franklin  County  (Central 
Office).  The United States Postal Service or a special messenger delivers 
records to state offices outside Franklin County. 

When the records are no longer needed, the Cabinet office, department, 
or division shall return them, along with the PRD 160  form, to KDLA  for 
proper refiling. 

DESTRUCTION 
PROCEDURES  Upon expiration of the specified retention period, records are eligible for 

destruction.     To  destroy  records,  the  requesting  office,  department,  or  
division  shall  complete  the PRD 50  form, Records Destruction Certificate 
(Exhibit 9064), and forward it to the Cabinet records officer for signature.  
In turn, the records officer shall send the form to KDLA for processing. 

An office, department, or division that has records it needs to destroy but 
the records are not listed in the Records Retention Schedule shall submit 
to the Cabinet records officer a completed PRD 320 form (Exhibit 9061).  
The records officer shall verify the completed form and take appropriate 
action with KDLA to  incorporate the records  into the Cabinet’s retention 
schedule. 

WEBSITE  www.kdla.ky.gov/ 



www.kdla.ky.gov
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Reviewing & Copying Personnel Files 

AUTHORITY  KRS 18A.020(3) & (4) 

EMPLOYEE RIGHTS  KRS 18A.020(3) & (4) affords each employee the right to review his or her 
official personnel file and to copy any document in that file.  Only the files 
kept by the Personnel Cabinet and the Transportation Cabinet’s Office of 
Human Resource Management (OHRM) are considered official personnel 
files for employees of the Transportation Cabinet. 

REVIEWING FILE  An employee who wants to review his or her personnel file in OHRM shall 
follow this procedure, which  is designed to allow employees to exercise 
their rights with as little disruption in the work environment as possible: 

1. The  employee  is  to  contact OHRM between  the  hours  of  8:00  A.M.
and 4:30  P.M.  (EST)  to  request an appointment  to  review his or her
personnel file by either:

 Submitting  the  TC  12‐18  form,  Request  to  Review  Personnel  File 
(Exhibit 9065), to OHRM

 Calling OHRM

The  employee  shall  review  the  file  on  his  or  her  own  time  (during 
breaks,  lunch, or pre‐approved annual or compensatory  leave).   Any 
travel  and  other  expenses  associated  with  this  process  are  the 
employee’s responsibility. 

Note:   OHRM will  accommodate  employees without  appointments, 
but there may be delays, depending on the activities of the office. 

2. OHRM will provide space  for the employee to review his or her  file,
with an OHRM staff member present during the review.

3. The employee shall request a staff member’s assistance to photocopy
pages, at a cost of 10 cents per page if the number of pages totals 30
or more.  There is no charge for copies of fewer than 30 pages.

4. The employee may comment in writing on any item in his or her file.
OHRM  shall  attach  such  comments  to  the  specific document  in  the
employee’s personnel file to which they pertain.
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EXPUNGED RECORDS  If a state employee or an applicant for a state position  indicates that his 
or  her  conviction  has  been  expunged  by  a  judge  or  pardoned  by  the 
Governor, the following procedure shall be followed: 

1. The employee or applicant shall submit to OHRM the certified court
order  showing  the conviction has been expunged or  the Governor’s
order indicating the pardon or civil rights restoration.

2. The  employee  or  applicant  shall  request  in  writing  that  the
information in the court document or the Governor’s pardon letter be
removed  from  each  record  in  which  it  appears  (applications,
personnel action notifications, etc.).  If the information appears in the
job  application,  the  employee  shall  submit  an  updated  application,
which will  be  added  to  his  or  her  file.    The  old  application will  be
destroyed.   It  is  incumbent upon the applicant or employee to make
sure that all information in his or her previous application, except that
which  has  been  expunged  or  pardoned,  appears  in  the  updated
application.

Note:  It  is  imperative  that  the Personnel Cabinet’s general  counsel has 
approved the Transportation Cabinet’s process for reviewing and copying 
personnel  files  and  that  actions  regarding  the  integrity  of  the  files  are 
consistent as both cabinets are custodians of the official employee files.  

CONFIDENTIAL 
INFORMATION  Information  such  as  employee  social  security  numbers,  identification  

numbers, leave balances, and home addresses is considered confidential  
and  shall  not  be  posted  or  shared  with  other  employees  or  the  public.     
GAP‐807,  “Confidential  or  Sensitive  Information,”  provides  more  details on 
confidential information. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Guidance Manuals 

PURPOSE  A  guidance  manual  is  a  collection  of  policy  statements,  operating 
procedures,  standards  and  specifications,  and  sample  forms  and  other 
exhibits.   As  a  basic management  resource,  a well‐developed  guidance 
manual: 

 States policies
 Outlines procedures, duties, responsibilities, and authority
 Provides standards for performance
 Educates users
 Serves as a training tool for new employees
 Supersedes all previous  instructions, written or oral, relative to or  in

conflict with the contents therein

The  Organizational  Management  Branch  (OMB)  is  responsible  for 
coordinating and administering all Cabinet activities relating to guidance 
manuals, including file maintenance.  

DEFINITIONS  The Cabinet defines policy and procedure as follows: 

Policy—A  continuing  directive  that  applies  to  recurring  objectives  or 
problems, establishes limits, and provides direction for action 

Example:  Snow removal and ice‐control work shall be performed 
on  roads  that  are  part  of  the  state‐maintenance 
system. 

Procedure—A  standard  method  for  performing  specific  work  that 
supports policy 

Example:  1.  Plow  roadways  but  do  not  salt  until  the  air 

temperature exceeds 20
◦
F and is rising. 

2. Do not apply salt unless calcium chloride is added.
3. Plow and use abrasives only.
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MANAGEMENT 
RESPONSIBILITY  Cabinet management  is  responsible  for  initiating  the  development  or 

revision  of  policies  and  procedures  in  guidance  manuals  to  ensure 
continuity and stability in Cabinet operations and services. 

Generally,  personnel  at  the  division,  office,  or  department  level 
formulate  policies,  with  input  from  other  individuals  that  the  policies 
affect.  Policies  require  signature  approval  of  not  only  the  head  of  the 
division/office  or  department  developing  them  but  also  the  Office  of 
Legal Services and the Cabinet Secretary. Personnel at the division  level 
formulate  procedures,  with  input  from  other  individuals  that  the 
procedures affect. Procedures require signature approval of the head of 
the division/office or department developing them. 

MANUAL OR REVISION 
DEVELOPMENT  Manuals provide  important  information and serve as helpful  references 

to  users.    To  ensure  the most  effective  communication  of  ideas,  the 
Cabinet encourages manual writers to keep these hints in mind: 

 Organize the material with the user in mind.
 Express similar ideas in a similar manner.
 Use active, not passive, voice.
 Use clear, short, familiar words.
 Eliminate unnecessary words.
 Develop charts, illustrations, bulleted and numbered lists, etc., where

possible to reduce lengthy, complex descriptions.
 Use the spell‐check but do not rely upon it.
 Proofread, edit, and revise.

Upon completing a draft of the manual or revision, the writer forwards an 
electronic  copy  to  the  Organizational Management  Branch  (OMB)  for 
editorial review and for preparation for final approval. 

EDITORIAL REVIEW  OMB reviews the draft for: 

 Policy and procedure conflicts  (with  statutes,  regulations, and other
Cabinet policies and procedures)

 Up‐to‐date information
 Unnecessary duplication of ideas
 Accurate cross‐references
 Proper exhibits
 Accurate table of contents, table of exhibits, and alphabetical index
 Errors in consistency, clarity, style, language usage, grammar, spelling,

and punctuation

Frequently,  the  branch  reviewer meets with  the writer  to  discuss  the 
changes. 



RECORDS & INFORMATION MANAGEMENT 

Guidance Manuals  GAP‐1004

12/14 Page 3 of 7 

PROCESSING NEW  
MANUALS /POLICY
REVISIONS  New policy manuals and policy changes  to existing manuals  require  the 

review and approval of the Office of Legal Services and the Secretary.  At 
the completion of the editorial review: 

1. The reviewer saves the final draft electronically for future revisions

2. The  reviewer  submits  the  following  to  the  head  of  the  appropriate
division/office or department:

 Hard copy of the final draft

 Completed  TC  12‐215  form,  Review  and  Approval  of  Guidance 
Manual  (Exhibit 9066), designating policy change  (and procedure 
or minor change, if applicable)

 Official memorandum (on letterhead) detailing the purpose of the 
new  manual  or  policy  revision  and  showing  the  proper  approval 
channel (Exhibit 9067)

 Official  Order  detailing  the  purpose  of  the  manual  (for  new  or 
fully revised manuals only) (Exhibit 9068)

 Official Notification of Policy Changes (Exhibit 9069) detailing the 
purpose of the policy change (for policy revisions only)

3. The head of the division/office or department reviews the manual or
policy change and:

 Upon approval:

 Signs  the  TC 12‐215  form  and  returns  that  form only  to  the
OMB 

 Initials  the memorandum and  forwards  it and  the  remaining 
documents to the next person listed on the memorandum for 
review and approval 

 Upon disapproval:

 Details any necessary corrections on the TC 12‐215 form

 Returns all of the documents back to OMB for corrections and
resubmittal 
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PROCESSING NEW 
MANUALS / POLICY 
REVISIONS (CONT.) 

4. Each person listed on the memorandum reviews the manual or policy
change and:

 Upon approval, initials the memorandum and forwards it and the
other documents to the next person  listed on the memorandum
for review and approval

 Upon disapproval, contacts OMB with his or her concerns, which
OMB  relays  to  the  head  of  the  division/office  or  department
responsible for the manual or policy change

5. Upon  receipt,  the  Office  of  Legal  Services  reviews  the  manual  or
policy  change  (particularly  all  information  pertaining  to  policy  to
verify  that  the  information  does  not  conflict  with  any  existing
statutes, regulations, or Cabinet policies) and signs the Official Order
(for new or fully revised manuals only) and forwards it and the other
documents to the Secretary for review and approval

6. Upon  approval,  the  Secretary  signs  the  Official  Order  (for  new
manuals) and forwards all documents to OMB for final processing and
filing

PROCEDURE CHANGE 
IN MANUAL  Procedural  changes  require only  the  signature  approval of  the head of 

the  division/office  or  department  responsible  for  the  changes.    After 
completing  the  revision  process,  OMB  submits  to  the  head  of  the 
appropriate division/office or department: 

 Hard copy of the updated policies

 Completed TC 12‐215 form, Review and Approval of Guidance Manual 
(Exhibit 9066),   detailing   the   revised   policies   and  
designating procedure change (and minor change, if applicable).

If  the  updated  policies  satisfy  the  head  of  the  division/office  or 
department, he or she signs  the TC 12‐215  form and  returns  it and  the 
policies to OMB for processing and filing.  If more revisions are required, 
he  or  she  notes  the  necessary  updates  on  the  TC  12‐215  form  and 
submits it and the policies to OMB for revision and resubmittal. 
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MINOR MANUAL 
CHANGES  OMB has the authority to make minor changes to a manual, such as: 

 Revisions to references made in the text
 Updated exhibits (including forms)
 Index updates and revisions
 Minor formatting updates and revisions
 Corrections  for  errors  in  language  usage,  grammar,  spelling,  and

punctuation

When making a minor change, OMB: 

 Completes  a  TC  12‐215  form,  Review  and  Approval  of  Guidance
Manual, detailing the revisions and designating minor change

 Attaches  the TC 12‐215  form  to a hard  copy of  the  revised policies
and appropriately files them

 Updates all electronic versions of the manual (and hard‐copy versions
in stock)

PROCESSING AN 
APPROVED MANUAL  Upon receipt of an approved manual, OMB: 

 Verifies the completion of all accompanying documents

 Informs the division/office or department responsible for the manual
of its approval and works with that organizational unit to estimate the
number  of  manual  copies  needed  and  create  a  list  of  recipients
(districts, divisions, etc.)

 Takes  the  signed  Official  Order  and  2  copies  to  the  Division  of
Accounts to receive an Official Order number

Note:    The  Division  of  Accounts  retains  the  original Official Order.
OMB  files one copy with  the manual’s  revision  tracking  file and one
copy with the manual’s master print copy.

 For new manuals, creates a new revision tracking file that  includes a
hard copy of the manual and all approval documentation

 For  fully  revised  manuals,  replaces  the  outdated  contents  of  the
revision tracking file with the new version and approval documents

‘ 

 Archives the old version of the manual

 Creates an ebook (.pdf) version of the manual

 Posts the completed ebook on the KYTC Policy Manuals website at:

http://transportation.ky.gov/Organizational‐Resources/Pages/Policy‐Manuals‐Library.aspx 

http://transportation.ky.gov/Organizational-Resources/Pages/Policy-Manuals-Library.aspx
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PROCESSING AN 
APPROVED MANUAL 
(CONT.) 

 Informs the responsible division/office or department of the manual’s
Internet address

 Prepares  a  hard‐copy  and  electronic  version  (master  print  copy)  of
the manual for printing

 Sends the master print copy to Kentucky Design & Print Services:

http://transportation.ky.gov/print/Pages/default.aspx

 Submits a print order to Kentucky Design & Print Services, using the 
procedures detailed in GAP‐1006

 Appropriately files the master print copy

 Distributes print copies to the necessary recipients

To  reduce printing costs,  the Cabinet encourages employees  to use  the 
ebook (online) version of manuals in lieu of ordering a hard copy. 

PROCESSING MANUAL 
REVISIONS  Upon receipt of an approved policy or procedure change, OMB: 

 Verifies the completion of all accompanying documents

 Informs the division/office or department responsible for the manual
of the approved change

 Updates all affected indexes (table of contents, list of exhibits, etc.)

 Files a hard copy of the updated policies and indexes and all approval
documentation in the manual’s revision tracking file

 Updates the ebook (.pdf) version of the manual

 Adds  revision  date  and  update  information  on  the  KYTC  Policy
Manuals website

 Updates all stocked print copies of the manual

 Updates hard‐copy and electronic versions of the master print copy

Note:     For  revisions,  the  first  page  of  all  stocked  print  copies  and  the  
master print copy needs to be a completed Guidance Manual Transmittal 
(Exhibit 9070). 
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SALES  To  defray  a  portion  of  production  costs,  the  Cabinet  charges  external 
customers a reasonable price for manuals.  Exceptions include: 

 Reciprocal agreements between the Cabinet and other agencies

 Best interest of the Cabinet

PLACING ORDERS  Customers may order guidance manuals by  telephone, by U.S. mail, by 
email, in person, or online at: 

http://transportation.ky.gov/Organizational‐Resources/Pages/Policy‐
Manual‐Order‐Information.aspx 

Completed order forms may be submitted via email to: 

KYTC.GuidanceManuals@ky.gov 

OPERATING 
GUIDELINES  Because their technical and procedural tasks relate only to their  internal 

operations,  some  divisions,  offices,  or  departments  do  not  publish  a 
formal  guidance  manual.    However,  the  Cabinet  encourages  these 
organizational units  to  formulate  those  tasks  in written guidelines.   The 
guidelines  will  assist  managers  in  the  training  of  new  personnel  or 
provide information during prolonged absences of key personnel to help 
ensure  continued  efficient  operations  of  the  divisions,  offices,  or 
departments.    Such  guidelines  require  approval  by  division/office  or 
department heads. 



mailto:KYTC.GuidanceManuals@ky.gov
http://transportation.ky.gov/Organizational-Resources/Pages/Policy-Manual-Order-Information.aspx
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Forms 

OVERVIEW  A form is a prescribed format to collect data for facilitating the exchange 
of  information needed  for a business transaction.   A well‐organized and 
well‐maintained forms program is a valuable management tool.   

The  Organizational  Management  Branch  (OMB)  is  responsible  for 
coordinating  and  administering  all  Cabinet  activities  relating  to  forms, 
including  form  design  and  style  (based  on  the  governance  of  best 
practices) and file maintenance. 

REVIEW & 
APPROVAL  To ensure  that each  form meets  the Cabinet's prescribed criteria, OMB 

reviews  for  approval  all  forms  to  be  created,  revised,  published,  and 
printed.  Criteria for approval include: 

 Necessity
 Design and style
 Legality

Once the branch publishes a form, any other existing version is abolished 
from circulation and archived.   The Cabinet  regards  the current version 
maintained  in  the branch’s  files as  the official version of  the  form. The 
use of any other version, no matter how similar, is considered in conflict 
with  the  official  version  and  may  prove  detrimental  to  Cabinet 
operational efforts.    

FORM 
IDENTIFICATION  OMB  assigns  to  each  approved  form  a  unique  number,  which  shall 

conform to the branch’s official style guide. The number is unique to the 
title of a form and can never be assigned to the title of another form. 

FORM OWNERS  A form owner is any division, office, or department head who requests a 
form  to  be  created  or modified  out  of  the  necessity  to  prescribe  the 
processing  of  information  deemed  essential  to  comply  with  that 
organizational unit’s  legal  responsibilities.   The  form owner governs  the 
content of  the  form, whereas OMB governs  the design and style of  the 
form. 
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FORM DESIGN 
REQUEST  The form owner and OMB work cooperatively in the content analysis and 

design of the form (the governance of best practices prescribes many of 
the design elements). 

The procedure is as follows: 

1. The form owner submits to OMB:

a. Typed or clearly hand‐written final draft of a proposed form, with
all  the  required  information,  including  a  description  of  the  kind
and amount of data that each field of the form is to capture

b. Printed  copy  of  an  existing  form with  clearly marked  changes,
including any changes  to  the kind and amount of data  that each
field of the form is to capture

c. TC  12‐222  form,  Form  Design  Request  (Exhibit  9071),  signed  by 
the   head   of   the   division/office   or   department   or   by   the 
designated forms liaison for the division/office or department

2. OMB designs the new or revised form and notifies the form owner for
review and approval.

3. If  necessary,  the  form  owner  meets  with  OMB  to  discuss  any
additional modifications, and OMB redesigns for review and approval.

4. Upon  approval,  OMB  publishes  the  form  to  either  or  both  of  the
following:

 KYTC Forms Library on the Internet (for external use only) at:

http://transportation.ky.gov/Organizational‐Resources/Pages/ 
Forms‐Library.aspx 

 KYTC Forms Library on the Intranet (for internal use only) at:

https://intranet.kytc.ky.gov/apps/forms/pages/home.aspx 

5. OMB notifies the form owner that it is now available to users

6. The form owner notifies any other division, office, or department that
may use the form that it has been issued or updated.

http://transportation.ky.gov/Organizational-Resources/Pages/Forms-Library.aspx
https://intranet.kytc.ky.gov/apps/forms/pages/home.aspx
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FORMS REGISTRY  OMB maintains  the KYTC Forms Registry  to provide current  information 
about the Cabinet’s forms.  The registry lists the form: 

 Number
 Title
 Owner
 Format (print, electronic, etc.)

The KYTC Forms Registry is online at: 

http://transportation.ky.gov/Organizational‐Resources/Documents/ 
KYTC%20Forms%20Registry.pdf 

OBSOLETE FORMS  OMB  conducts  periodic  audits  to  identify  forms  that  have  become 
obsolete.  The form owner is responsible for notifying OMB when a form 
becomes  obsolete.    Upon  notification,  the  branch  abolishes  the  form 
from circulation and archives it. 

FORMS AS EXHIBITS 
IN MANUALS  Many forms appear as exhibits in the Cabinet’s guidance manuals.  Their 

inclusion as exhibits is for informational and guidance purposes only and 
therefore  not  official  versions  of  the  forms  to  complete.     The  divisions,  
offices, or departments responsible for the content of their manuals shall 
ensure  the  most‐current  forms  are  used  as  exhibits.     GAP‐
1004,  “Guidance  Manuals,”  discusses  guidance  manual  revision 
procedures. 



http://transportation.ky.gov/Organizational-Resources/Documents/KYTC%20Forms%20Registry.pdf
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 
 

Printing 

 

LOCAL AREA 
NETWORK PRINTERS All copying and printing performed by employees using local area 

network printers shall be double-sided unless the printer is incapable of 
double-sided output. 

 
KENTUCKY DESIGN & 
PRINT SERVICES Kentucky Design and Print Services (KDPS), located on the first floor of 

the Transportation Cabinet Office Building, performs the following 
services: 

 
 Graphic design and layout 
 Design consultation 
 Large format printing 
 Coordination of media for events and meetings 
 Creating multimedia 
 Presentation design assistance 
 High-volume copying for black-ink documents  
 Black-and-white print on demand 
 Full-color copying 
 Folding, collating, stapling, and hole-drilling 
 Perfect, GBC comb, spiral, and booklet binding 
 Mounting on foam board 
 Laminating 
 Nameplates 
 Building signs  
 Name badges 
 Padding 
 Shrink-wrapping 
 Grommets 
 Engraving 
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REQUESTS FOR 
CABINET PRINTING 
SERVICES 

PRINTING 
LIMITATIONS 

All requests for printing by Cabinet personnel shall be made on 
the Kentucky Design & Print Services Request (Exhibit 9072), 
available at Print.ky.gov, and submitted to Print@ky.gov (accessible 
through the Outlook global address listing or linked from the KDPS 
Internet site).  All printing requests are for official use only and must 
be typed.  KDPS will not accept handwritten forms. 

The request shall clearly explain the services to be performed.  The 
original or a sample or rough draft of the work to be performed shall 
accompany the request in electronic format.  Any documents submitted 
for copying or printing “as is” shall be final drafts (all proofreading and 
editing completed).  The graphic artists design and edit documents in 
accordance with customer specifications. 

Note:  The graphic artists can edit only the documents they have 
designed. 

Note:  The Office of Public Affairs shall approve artwork services for any 
Cabinet publication. 

KDPS requires 15 working days for completion of all large orders unless 
other arrangements have been made with KDPS. 

A copy of the printing request is attached to the completed job order. 
Completed job orders may be picked up or delivered to customer. 

Note:  All printing of Cabinet “TC Forms” requiring changes require prior 
approval from the Office of Human Resource 
Management, Organizational Management Branch.  GAP-1005 outlines 
the procedure. 

The following shows printing limits and requirements for specific 
print items: 
 All guidance, training, and other manuals shall be posted to the KYTC

Intranet.  Hard copies shall be black-and-white and double-sided and
shall be provided only to individuals who have a daily reference need.

 Internal newsletters shall be posted to the KYTC Intranet in lieu of
hard copies.

print.ky.gov
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PRINTING 
LIMITATIONS (CONT.) 

 Personalized notepads shall not be printed.  KDPS provides scratch
paper and Cabinet notepads.

 There is one standard Cabinet letterhead for the Central Office.  Each
district may have one standard letterhead.  Cabinet agencies
(departments, divisions, branches, etc.) shall not use distinctive
letterhead. Letterhead interactive templates are available online at:

https://transportation.ky.gov/Pages/New-Team-Kentucky.aspx 

REQUESTS FOR OUTSIDE
PRINTING SERVICES Printing shall not be contracted out without specific written pre-approval 

from KDPS. 

KDPS shall allow outside printing only if it is unable to satisfy the 
requirements requested and the requesting agency can pay for the work 
to be performed. 

Note:  KDPS will mediate the process and assist with file preparation. 

Any public document shall include the name of the office that prepared 
it. In addition, any document distributed without charge shall indicate 
that the cost of printing was paid with state funds (KRS 57.375). 

PRINTING 
BUSINESS CARDS Business cards are printed only for personnel having frequent contact 

with the general public. 

All requests for business cards require the approval of the employee's 
office, department, or division head. 

Generally, the employee's official job title (as it appears on the 
employee’s PAN [personnel action notification]) shall be printed directly 
under the employee’s name.  Any deviation from this style requires 
approval from KDPS. 



https://transportation.ky.gov/Pages/New-Team-Kentucky.aspx
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Public Relations 

GENERAL 
INFORMATION  The Office of the Secretary and the Office of Public Affairs shall  issue all 

announcements of projects,  including  the  selections of  route  locations, 
the  advertisements  and  awarding  of  projects,  and  other  important 
matters pertaining to the publication of functions of the Cabinet. 

The  obvious  need  for  accuracy  of  the  details  of  the  announcements 
dictates  this policy. Moreover,  the policy provides a  safeguard  that  the 
announcements  are  those  of  the  Cabinet  rather  than  of  an  individual, 
department,  or  office.    All  news  releases  are  posted  to  the  Cabinet 
newsroom website at: 

http://transportation.ky.gov/pages/news‐and‐events.aspx 

INFORMATIONAL 
PUBLIC MATERIALS  All  distribution material  such  as  brochures,  newsletters,  or  pamphlets 

should be sent to the Office of Public Affairs for approval prior to being 
finalized. 

INFORMATION FLOW 
TO THE NEWS MEDIA  Cabinet  personnel  shall  release  no  information  to  the  news  media 

regarding  details  of  plans  for  highway  projects  or  programs  until  the 
Office  of  the  Secretary  and  the  Office  of  Public  Affairs  has  officially 
approved  the  release  of  the  details.    With  the  exception  of  local 
advisories,  all  press  releases  and media  advisories  shall  be  sent  to  the 
Office of Public Affairs for approval prior to public release. 

Cabinet  personnel  shall  release  no  information  to  the  news  media 
regarding the Cabinet’s estimates of costs or unit prices used in compiling 
estimates of costs for highway projects or improvements. 

The Office of the Secretary and the Office of Public Affairs shall retain a 
written  record of  statements  to  the news media  for clarification of any 
misunderstanding that may later develop. 

https://transportation.ky.gov/Pages/News-Media.aspx
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INFORMATION FLOW 
TO THE NEWS MEDIA 
(CONT.)  Note:   Cabinet personnel  shall not  refer  the media or other  interested 

persons  to  highway  consultants  for  information  on  Cabinet  projects 
without clearance from the Office of Public Affairs. 

RESPONSES TO NEWS 
MEDIA INQUIRIES  Those who may be called upon  to  respond  to questions  from  the news 

media shall: 

 Be well informed of current Cabinet public‐information policies

 Respond to questions in a frank and factual manner

 Refrain  from  discussion  outside  their  areas  of  expertise  or
responsibility

 Avoid conjecture, speculation, and personal opinion

The  Office  of  Public  Affairs  or  the  district  public  information  officers 
(PIOs) shall handle all media inquiries. Because the Office of Public Affairs 
works  closely with  the Office  of  the  Secretary  and  the Department  of 
Highways to coordinate responses to media inquiries, Cabinet employees 
shall  forward  all media  inquiries  to  the  Office  of  Public  Affairs  or  the 
district PIOs for appropriate responses. 

REQUESTS 
FOR EXCLUSIVE 
INTERVIEWS  The Office of  the Secretary,  the Office of Public Affairs, and  the district 

PIOs shall coordinate all requests for exclusive interviews with other units 
of the Cabinet and with other agencies of state government if necessary. 

RESPONSES TO 
COMPLAINTS OR 
INQUIRIES  The Cabinet  shall  respond by  telephone  to all complaints or  inquiries  it 

receives  by  telephone.    A written  response  is  permissible  if  the  caller 
agrees. The Cabinet shall respond in writing to all complaints or inquiries 
it receives in writing. 

As  a normal work  routine,  each workstation  should maintain  a written 
record of answers to telephone inquiries so that the Cabinet can retrieve 
for clarification of any verbal misunderstanding that may later develop. 
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DISTRICT OFFICES  To create and maintain good public relations, district offices shall: 

 Ascertain  from  the Office  of  the  Secretary  and  the Office  of  Public
Affairs all Cabinet plans and policies currently available to the public

 Assure  that  current  announcements of  these plans  and policies  are
available to all persons concerned

 Publicize news related to current projects, such as announcements of
detours

 Prepare  for  all  public  hearings  and  other  public  meetings  in  the
districts  by  arranging  locations,  times,  equipment  necessary  for
presentations, etc.


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

RECORDS & INFORMATION 
MANAGEMENT 

Subject 

Phone & Document Translation Services 

AUTHORITY Title VI of the Civil Rights Act of 1964 (42 USC 2000d); 49 CFR Part 21; 23 
CFR Part 200; EO 13166 

POLICY As a recipient of federal financial assistance, KYTC must develop systems 
to provide limited English proficient (LEP) persons timely and meaningful 
access to services provided by KYTC, without unduly burdening the 
fundamental mission of the agency.  To improve such access, the Office for 
Civil Rights and Small Business Development (OCRSBD) has contracted 
translation services (through a master agreement with the Commonwealth 
of Kentucky) that all KYTC areas may use to translate live calls and 
documents.  Employees shall only use these services for official KYTC 
business. 

Note:  KYTC shall not charge citizens for translation services. 

ANALYSIS OF 
SERVICES Managers and supervisors are directly responsible for ensuring that their 

employees receive the appropriate training regarding: 

 How to use translation services
 How to request translated documents
 How to utilize I-Speak Cards to assist LEP office visitors

Managers need to consider the following factors in their analysis: 

 The demographics (number or proportion) of LEP persons eligible to be
served or likely to encounter the program

 The frequency LEP individuals interact with the program
 The nature and importance of the services provided by the program
 The available resources and associated costs

Managers may contact OCRSBD for more information or assistance with 
analyzing their business area services. 
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OBTAINING 
TRANSLATION 
SERVICES OCRSBD’s “KYTC Translation Services—Bridging the Language Divide” 

document provides specific details on how to obtain these services and is 
available for KYTC employees here: 

https://intranet.kytc.ky.gov/org/OHRM/Forms/Form%20Instructions
%20Library/tc18020i.pdf 



https://intranet.kytc.ky.gov/org/OHRM/Forms/Form%20Instructions%20Library/tc18020i.pdf
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Chapter 

GENERAL AGENCY PRACTICES 

Subject 

Inventory 

OVERVIEW  The  following provides procedures and guidelines  for  taking  the annual 
inventories  of  fixed  assets, materials,  and  supplies  for  the  Cabinet  to 
provide accurate figures to be included on the Commonwealth’s financial 
statements  as  of  June  30  each  year  in  accordance  with  generally 
accepted accounting principles (GAAP). 

GENERALLY ACCEPTED 
ACCOUNTING 
PRINCIPLES (GAAP)  To  comply  with  GAAP,  those  organizational  units  with  only  physical 

inventories at  June 30 are required  to  take physical  inventories of  fixed 
assets, materials,  and  supplies  each  year  and  to  adjust  the  perpetual 
inventory  records  to  the  actual  counts.    These  inventories  shall  be 
reported as of June 30 each year.  No transfers of fixed assets, materials, 
and supplies shall be made after  inventorying begins, except  in cases of 
emergency.  All operating units with only physical inventories shall enter 
all  repair  orders,  work  orders,  etc.,  into  Cabinet‐approved  electronic 
inventory control systems (OMS, ARCHIBUS, etc.). 

Note: Each organizational unit  shall notify  the  Internal Audit Branch 10 
days in advance of the date the unit will take the inventory. 

Per KRS 45.313, each budget unit shall maintain in a sanctioned inventory 
system the current  inventory of assets having a useful  life of more than 
one year and a value of $500 or more. The inventory shall be available for 
examination  by  the  Finance  and  Administration  Cabinet  or  the  
Transportation   Cabinet’s   Office   of   Audits   at   all   times.     In   addition, 
designated officials are responsible for monitoring supplies and materials 
in specific areas. 

Each year, the Cabinet’s property officer within the Office of Budget and 
Fiscal Management  shall  notify  the  heads  of  the  offices with  physical 
inventories  of  that  year’s  inventory  reporting  requirements  and 
deadlines.  Each organizational unit shall report its June 30 inventory data 
to  the  Office  of  Budget  and  Fiscal  Management  and  the  Division  of 
Accounts  as  required  for  the  Comprehensive  Annual  Financial  Report 
(CAFR). 

http://www.lrc.ky.gov/Statutes/statute.aspx?id=22233
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OFFICIAL INVENTORY 
SYSTEMS OF CABINET  The  Transportation  Cabinet’s  sanctioned  inventory  systems  are  as 

follows: 
 

 ARCHIBUS—land, buildings, office furniture, technology hardware and 
software 

 

 OMS  (Operations  Management  System)—highway  equipment, 
maintenance materials, aircraft 

 

 Excel  spreadsheet—easements  on  historic  properties  rehabilitated 
with federal funds 

 

INVENTORY 
REQUIREMENTS  Personnel taking inventory shall abide by these requirements: 
 

 Personnel, in teams of two, counting a consumable inventory shall be 
the  same  personnel  from  one  area  to  another  once  the  inventory 
count has begun. 

 

 An  auditor  from  the  Internal Audit  Branch  or  the Auditor  of  Public 
Accounts  periodically  observes  the  inventory  process  on  a  sample 
basis but does not count inventory except to test‐count certain items 
to ensure the accuracy of the physical count.   This test shall then be 
traced  into  the  final  inventory.    A  person  experienced  in 
measurement conversion may assist the auditor. 

 

 Only  prenumbered  inventory  sheets,  computer  printout  sheets, 
maintenance inventory forms, or Facility Management sheets shall be 
used.  Use of scratch paper shall not be permitted. 

 

 Ink shall be used to record physical counts. 
 

 All  stockpiled  items  shall  be  inventoried,  including  items purchased 
with procurement cards (pro‐cards) and items retained for reuse. 

 

 Personnel  shall  take  consumable  inventory  from  floor  to  sheet, not 
from sheet to floor, to ensure all items are included in inventory. 

 

 Operating unit shall store  like  items and supplies together and stack 
them in their proper locations to facilitate counting. 

 

 As each  item, group of  items, or section is counted, a sticker tape or 
mark  shall  be  placed  in  a  prominent  place  to  ensure  that  all  items 
have been counted and to facilitate test counts by auditors. 

 

 Items  leased,  rented,  donated,  consigned,  or  lent  out  shall  be 
identified and marked.  These items shall not be commingled or listed 
with other inventory items. 
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INVENTORY 
REQUIREMENTS (CONT.) 

 If  a  count  is  found  to  be  incorrect,  the  counter  shall not  erase but 
strike through the entry, make the correction, and have the auditor or 
another responsible person initial the correction. 

 
 Items  identified to be disposed of as surplus property shall be  listed 

on  separate  sheets  and  not  commingled with  the  other  inventory. 
(GAP‐1102 explains surplus property policy and procedures.) 

 
 After the physical count of the inventory is complete, all unused lines 

shall be crossed out and initialed by the responsible person. 
 

 All inventory sheets shall be signed by the responsible persons. 
 

 New items delivered to the warehouse shall be segregated (not put in 
stock), listed on a separate sheet, and not entered into the electronic 
inventory system until after the audit is complete. 

 
 If  items are discovered missing, the  inventory taker shall attempt to 

determine reason why the  items are missing and,  if applicable, file a 
police report. 

 
Note: The OMS Materials Policy and Procedures Manual provides more 
details for inventory recorded in the OMS inventory system. 

 
PERIODIC 
INVENTORY 
COUNTS  In  addition  to  taking  the  mandatory  annual  inventory,  each  office, 

department,  division,  or  district  may  decide  to  conduct  periodic 
inventories  throughout  the year  to ensure efficient  inventory control of 
materials, equipment, and supplies. 

 
 

 



              GAP‐1102 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

04/16    Page 1 of 6 

 

 

GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
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Subject 
 

Surplus Property 

AUTHORITY  KRS 42, KRS 45A, 200 KAR 5; Disposal: Surplus Property Guidebook from 
the Finance and Administration Cabinet’s Division of Surplus Properties 

 
CUSTODIAN OF 
SURPLUS PROPERTY 
RECORDS  The Finance and Administration Cabinet (FAC) has delegated authority to 

the  Transportation  Cabinet  to  declare  and  dispose  of  surplus  personal 
property in a manner advantageous to the Transportation Cabinet. 

 
The official property officer of surplus personal property records for the 
Transportation Cabinet  is the Executive Director of the Office of Support 
Services (OSS), supported in this role by additional property officers from 
select  Central Office  areas  of  the  Cabinet  designated  by  the  Executive 
Director of OSS.  The OSS‐designated property officers include: 

 
 Director, Division of Equipment 

 

 Director, Division of Maintenance 
 

 Director, Division of Traffic Operations 
 

 Director, Division of Facility Support Services 
 

 Executive Director, Office of Information Technology 
 

Organizational  units  throughout  the  Cabinet  shall  coordinate  and 
communicate  with  the  appropriate  designated  property  officers  to 
ensure  Cabinet  compliance  with  all  statutes,  regulations,  and  policies 
governing  the  disposal  of  surplus  personal  property.    In  turn,  the 
designated property officers shall coordinate and communicate with the 
Executive Director of OSS, who is the primary liaison with FAC Division of 
Surplus Properties. 
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IDENTIFYING 
SURPLUS PROPERTY  Guidance  on  identifying  state‐owned  personal  property  (materials  and 

equipment) as surplus is as follows: 
 

 Obsolete  property,  by  either  policy  or  regulation,  can  no  longer  be 
used  in  its  current  condition  but  can  be  transformed  into  usable 
property.    For  example,  the  Manual  on  Uniform  Traffic  Control 
Devices  (MUTCD)  has  prohibited  further  use  of  the  “Stop  Ahead” 
message  sign.  In  its place  is  the  “Stop Ahead”  symbol  sign,  thereby 
rendering  the  “Stop  Ahead” message  sign  obsolete,  which  can  be 
returned to storage for secondary use. 

 

 Scrap property has no  further use  in Cabinet operations and cannot 
be transformed  into usable property.   Scrap metal and aluminum, as 
well  as  electronic  scrap  (e‐scrap)  property, may  be  recycled  via  a 
revenue‐generating contract.   Other scrap property may be disposed 
of as solid waste. 

 
Note:  “Temporary  sign  installations  by  legislative  action 
[commemorative  signs]”  are  exempt  from  being  surplussed.    These 
signs may be given  to  legislators, upon  request,  to distribute  to  the 
honorees. 

 

 Damaged property is property damaged beyond repair for public use 
but may be cannibalized for parts. 

 
 Lost  or  stolen  property  requires  a  police  report,  a  letter  of 

explanation, further investigation as deemed necessary, and removal 
from inventory if not recovered. 

 
OVERVIEW OF 
DISPOSAL METHODS  Each major organizational unit  (department, office, division, or district) 

may  recommend  an  appropriate  method  for  disposing  of  surplus 
property  from  the  list  of  methods  in  the  Disposal:    Surplus  Property 
Guidebook, which elaborates on the procedure for each method and lists 
factors to consider. The Guidebook may be obtained from FAC’s Division 
of Surplus Properties, or at: 

 
http://finance.ky.gov/services/surplus/Pages/default.aspx 
 

Chapter 2 of  the Guidebook provides guidelines specifically  for agencies 
with delegated authority, which the Transportation Cabinet has. 

 
 

http://finance.ky.gov/services/surplus/Pages/default.aspx
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OVERVIEW OF 
DISPOSAL METHODS 
(CONT.)  However,  for  generally  accepted  practices  for  disposing  of  certain 

Transportation Cabinet materials and equipment,  see Personal Property 
Commonly Surplussed (Exhibit 9075), which includes charts pertaining to: 

 

 Division of Maintenance 
 Division of Traffic Operations 
 Division of Equipment 
 Cabinetwide 

 

Before  completing  the  required  forms,  the  organizational  unit  shall 
discuss  recommended methods  of  disposal  and  coordinate  the  details 
with  the  Executive  Director  of  OSS  or  with  the  appropriate  OSS‐
designated property officer (see Page 1) from the Central Office. 

 

Common disposal methods include: 
 

 Transfer within Cabinet or another state agency 
 Recycle using revenue‐generating contract established by competitive 

bid 
 Sell by public auction 
 Sell by sealed bid 
 Trade‐in 
 Deliver to FAC’s Division of Surplus Properties 
 Transfer to local government or nonprofit organization 
 Cannibalize for parts 
 Dispose as solid waste 
 Other method, such as for hazardous materials   (with approval from 

FAC’s Division of Surplus Properties) 
 
DECLARING 
PROPERTY SURPLUS  The  organizational  unit  shall  complete  the  TC  77‐1  form,  State‐Owned 

Personal Property Declared  Surplus  (Exhibit 9076), or  the B217‐2  form, 
Declared  Surplus  (Exhibit  9077),  on  items  declared  surplus  and  shall 
forward  it  to  the  appropriate  designated  property  officer  for  approval 
and  record  keeping.    Some  of  the  methods  of  disposal  may  require 
additional forms as indicated in the Disposal: Surplus Property Guidebook. 

 

The  designated  property  officer  shall  return  the  approved  form  to  the 
organizational  unit  so  that  it  may  carry  out  the  selected  method  of 
disposal, update  inventory  records  in  the appropriate Cabinet‐approved 
system, and submit to the property officer documented evidence that the 
disposal  occurred.    Each  Cabinet  area  designated  by  the  Executive 
Director of OSS is responsible for ensuring accurate inventory records and 
timely submission of proof of disposal. 
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TRANSFERRING 
ITEMS  To  transfer  surplus  items,  the  organizational  unit  shall  follow  the 

procedure below: 
 

1. By  email  or  the  Transportation  Cabinet’s  Intranet,  the  appropriate 
designated  property  officer  shall  notify  entities  within  the 
Transportation  Cabinet  of  the  items  being  declared  surplus.    The 
items  shall  post  for  5  working  days.    If  there  is  no  response,  the 
organizational unit shall proceed to the next step. 

 

2. By  email  or  the  Internet  (FAC’s  Division  of  Surplus  Properties 
website),  the  appropriate  designated  property  officer  shall  notify 
other state agencies of the  items being declared surplus.   The  items 
shall  post  for  5  working  days.    If  there  is  no  response,  the 
organizational unit shall proceed to the next step. 

 

3. By  email  or  written  correspondence,  the  appropriate  designated 
property officer  shall notify eligible  local governments,  schools, and 
nonprofit organizations of  the  items being declared surplus.   Not all 
local  governments  or  nonprofit  organizations  are  eligible.  FAC’s 
Division  of  Surplus  Properties  will  assist  in  the  determination  of 
eligible nonstate agencies.  Eligible nonstate agencies that would like 
any of the items shall complete the B217‐42A form, Direct Transfer of 
Surplus  State  Property  to  Non‐State  Agencies  (Exhibit  9078),  and 
return the form to the Transportation Cabinet’s property officer. 

 

DISPOSAL BY 
REVENUE‐GENERATING 
CONTRACT  The  revenue‐generating  contracts  established  by  competitive  bid  to 

recycle scrap metal and aluminum, as well as electronic scrap, or e‐scrap, 
serve  as  the  tracking mechanism  for disposal  and  therefore  require no 
submission of forms. 

 

Note:  Commemorative signs shall be secured in a location different from 
that of other scrap metals for possible distribution. 

 

DISPOSAL BY 
TRADE‐IN  The appropriate designated property officer shall seek  information from 

purchasing officers or vendors to determine whether the property can be 
used for trade‐in on a new purchase and to obtain quotes and allowance 
from vendors for trade‐in.  The organizational unit with the property shall 
work with the property officer, the purchasing officer, and the vendor to 
secure appropriate records and to coordinate the handling and removal 
of  the  surplus  property.    The  organizational  unit  is  responsible  for 
updating inventory and filing appropriate records, using the TC 77‐1 form 
for documentation. 
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SELLING ITEMS  For sale of surplus  items to the public, the Central Office shall select the 
appropriate  sales method—that  is, public auction or  sealed bid.   These 
methods  are  listed  under  “Sales  to  General  Public”  of  the  Disposal: 
Surplus  Property  Guidebook.  The  Transportation  Cabinet  advertises  its 
public auctions on two Internet sites: 

 
 FAC’s Division of Surplus Properties Internet site: 

 

http://finance.ky.gov/services/surplus/Pages/publicauctions.aspx 
 

 Transportation Cabinet’s Internet site: 
 

http://transportation.ky.gov/Equipment/Pages/Public Auction.aspx 
 

Note:  State employees shall be permitted to purchase items at each sale 
of surplus personal property owned by  the Commonwealth of Kentucky 
when such property is sold at public auction or by sealed bid. 

 
ITEMS OF $5,000 
OR MORE  For declaring surplus any items with a suspected initial value of $5,000 or 

more, the organizational unit may determine the initial value of the items 
from OSS or through eMARS.  The Executive Director of OSS shall send a 
copy of the approved B217‐2  form  to FAC’s Fixed Assets Branch so that 
items  can be  removed  from  inventory.   After  the  final disposition, OSS 
shall ensure update of inventory. 

 
DISCARDING SOLID 
WASTE ITEMS  Each organizational unit may take to a local landfill any solid waste items 

(trash)  that  are  useless,  damaged  beyond  repair,  or missing  parts  that 
render  the  property  dangerous  but  not  hazardous.    Cabinet  property 
officers shall ensure removal of such items from inventory. 

 

HAZARDOUS 
MATERIALS  If hazardous materials exist or  if  there  is a question as  to  the potential 

hazardous nature of  the property,  the organizational unit  shall  contact 
OSS, who shall,  in  turn, contact  the Transportation Cabinet’s Division of 
Environmental  Analysis,  the  FAC’s  Hazardous Material  Coordinator,  or 
the  FAC’s  Division  of  Surplus  Properties  to  ensure  disposal  of  the 
hazardous  materials  in  accordance  with  state  and  federal  waste‐
management  laws  and  regulations.    Some  examples  of  such materials 
are: 

 

 Lead acid batteries 
 EPA‐regulated chemicals/materials 
 Biologically soiled items 
 Items  containing  Freon  (other  than  automotive  air  conditioning 

systems, for example, useless refrigerators) 

http://finance.ky.gov/services/surplus/Pages/publicauctions.aspx
https://transportation.ky.gov/Equipment/Pages/Equipment-Surplus-and-Sales.aspx
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UNDISPOSED‐OF/ 
UNWANTED ITEMS  In accordance with KRS 45A and the FAC’s surplus property procedures, 

the appropriate designated property officer shall arrange  for delivery of 
items that the Transportation Cabinet did not dispose of to FAC’s Division 
of Surplus Properties warehouse.  Upon receipt of the TC 77‐1 form from 
an organizational unit requesting delivery of items to the warehouse, the 
property officer shall process the transaction though the Surplus Property 
Management  System  (SPMS).    Upon  authorization  by  the  SPMS,  the 
property officer shall coordinate with FAC’s Division of Surplus Properties 
to schedule a date for the delivery of the items to the warehouse. 

 
RETENTION 
SCHEDULE  The Transportation Cabinet shall retain all records of surplus property for 

three years. 
 
VIOLATIONS  Employees shall not take or be given permission to take any state‐owned 

or  Cabinet  contractor‐owned  personal  property  (materials,  equipment, 
etc.), including items to be discarded, as their own property.  The Cabinet 
shall properly dispose of  all  state‐owned  surplus property  as explained 
herein.  Violators of this policy are subject to disciplinary action. 

 
 

 

http://www.lrc.ky.gov/Statutes/chapter.aspx?id=37250
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Property Loss Control 

OVERVIEW The Cabinet is committed to minimizing losses that occur to Cabinet 
vehicles, equipment, and other property and materials attributable to 
employee carelessness, negligence, or intentional abuse. 

When a vehicle- or equipment-related incident results in loss of Cabinet 
property, district safety coordinators conduct inspections and file reports. 
Among those who receive the reports is the recording secretary for the 
Property Loss Control Committee. 

RECORDING SECRETARY 
ROLE All of the reports become part of a case review file, which also includes a 

personnel record check by the committee’s recording secretary if the 
reports suggest safety violations by the employee involved in the incident. 
The record check includes the employee’s: 

 Job title
 Hire Date
 Position status (full-time, part-time, interim, probational)
 Driving history record when the incident involves a driven vehicle

The recording secretary forwards the case review file to the chairperson of 
the Property Loss Control Committee who schedules the file on the agenda 
of the next monthly committee meeting. 

PROPERTY LOSS 
CONTROL COMMITTEE The Property Loss Control Committee shall be responsible for gathering 

evidence relating to incidents of loss where careless, negligent, or 
intentionally abusive employee conduct may have been the cause.  

The appropriate property loss control committee (the Central Office or a 
district office) shall determine relevant facts of an incident and shall advise 
the office or department head whether employee carelessness, 
negligence, or intentional abuse was the cause.  The office or department 
head shall then take appropriate action.   

Note: GAP-901 details employee disciplinary procedures. 
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PROPERTY LOSS 
CONTROL COMMITTEE 
(CONT.) The Central Office committee consists of the following, or their designees: 
 

 Chief of Staff (Chair) 
 

 Employee’s office or department head 
 

 Director, Division of Equipment 
 

 Branch Manager, Employee Safety and Health Branch 
 

 Recording Secretary, as designated by the chair (nonvoting) 
 

District office committees consist of the following, or their designees: 
 

 Chief District Engineer (Chair) 
 

 Administrative Coordinator 
 

 Employee’s Transportation Engineer Branch Manager 
 

 Equipment Section Supervisor 
 

 Safety Coordinator 
 

 Recording Secretary, as designated by the chair (nonvoting) 
 

Each of these committees: 
 

 Meets as scheduled by the committee chairperson to review case files 
submitted since the last meeting 

 
 Reviews all evidence in each case of incident of property loss to 

determine whether employee carelessness, negligence, or intentional 
abuse may have been the cause 

 
 Gathers additional evidence relating to the incident as needed to verify 

employee carelessness, negligence, or intentional abuse 
 

 Makes decision on the basis of the evidence, and advises the 
appropriate department or office head whether employee 
carelessness, negligence, or intentional abuse was involved 
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PROPERTY LOSS 
CONTROL COMMITTEE 
(CONT.) Within 5 business days of its meeting date, the committee shall forward a 

copy of the case review file and the final disposition, along with a copy of 
the committee’s minutes, to the: 

 
 Employee’s department or office head 

 
 Branch Manager, Employee Compliance Branch  

 
 Executive Director, Office of Inspector General 

 
 Executive Director, Office of Legal Services (only if incident involves 

fatality, injury, or collision with a third party) 
 

 State Highway Engineer (only if incident involves personnel or 
equipment in the Department of Highways) 

 
DISCIPLINARY ACTIONS Upon consulting with the Office of Inspector General, the Employee 

Compliance Branch shall review the case for proper assessment of 
disciplinary action. GAP-901 details employee disciplinary procedures. 

 
 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 
 

Section 
 

STATE-OWNED VEHICLES 
& EQUIPMENT 

 

Subject 
 

Administration 

 
STATUTORY & 
REGULATORY 
AUTHORITY 200 KAR 40, 200 KAR 2:006, KRS 44.045 (2), KRS 281A 
 
FLEET 
MANAGEMENT To conduct official state business, the Transportation Cabinet requires 

some employees to travel to fulfill their duties and responsibilities.  
According to 200 KAR 2:006 Section 5 (2), employees shall use state-owned 
vehicles when traveling on state business when such vehicles are available 
and feasible. 

 
The Finance and Administration Cabinet’s (FAC’s) Office of Fleet 
Management is responsible for assigning state-owned vehicles (for 
permanent use, temporary use, or individual trips) to cabinets, agencies, 
and other entities of the Commonwealth of Kentucky.  The Office of Fleet 
Management also: 

 
 Provides vehicle refueling, maintenance, and accident repair 

 

 Receives new vehicles and verifies vehicle specifications 
 

 Prepares new and used vehicles for distribution to customer agencies 
 

 Meets with customer agencies to determine vehicle needs 
 

 Provides billing and inventory information 
 

 Provides other services for state-owned vehicles 
 

The Office of Fleet Management’s website lists more services, provides 
contact information, contains relevant policy and procedure manuals, and 
is located at: 

 
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-

management/Pages/default.aspx 

https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
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FLEET COORDINATOR The Secretary of the Transportation Cabinet has designated the Director 
of the Division of Equipment as the Cabinet’s fleet coordinator, who serves 
as the Cabinet’s liaison to the Office of Fleet Management.  To meet the 
Cabinet’s state-owned vehicle needs and to ensure employees comply 
with Office of Fleet Management policy, the fleet coordinator: 

 

 Maintains a listing of the Cabinet’s vehicle managers and vehicle 
coordinators 

 

 Disseminates pertinent information from the Office of Fleet 
Management to the Cabinet’s vehicle managers and vehicle 
coordinators, including, but not limited to: 

 

♦ New insurance cards to be placed in the vehicles 
♦ Updated Cabinet and Office of Fleet Management policies and 

procedures 
♦ Citizen operator complaints 
♦ Requests for missing information (such as unreported mileage) 

 

 Oversees billing and reporting processes 
 

 Coordinates vehicle transfers between Cabinet organizational units 
 
VEHICLE 
MANAGERS Cabinet vehicle managers are the executive directors or commissioners, or 

their designees, authorized to manage and operate state vehicles.  Vehicle 
managers: 

 

 Evaluate their organizational units’ vehicle needs and consult with the 
fleet coordinator 

 

 Designate vehicle coordinators for their organizational units 
 

 Review with their vehicle coordinators that operators are following 
proper usage and reporting procedures and policies 

 
VEHICLE 
COORDINATORS Vehicle managers assign vehicle coordinators the responsibility of carrying 

out the administrative requirements pursuant to the policies and 
procedures for using fleet vehicles that includes, but is not limited to: 

 

 Authorizing the use of state vehicles 
 

 Interpreting vehicle policies and providing assistance to vehicle 
managers and operators regarding these policies 

 

 Communicating information regarding vehicle needs to vehicle 
managers, operators, and supervisors 
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VEHICLE COORDINATORS 
(CONT.) 

 Enforcing any procedures that an organizational unit may develop in 
addition to those outlined in this manual, the Agency Guide for the 
Commonwealth’s Vehicles, and the Guide for Drivers of the 
Commonwealth’s Vehicles to improve operations (such as special time 
constraints for reservations, specialized spreadsheets for internal 
analysis, etc.) 

 

 Ensuring adherence to vehicle maintenance procedures 
 

 Ensuring operators receive a fuel card and know which fuel sites accept 
the card 

 

Note:  The Office of Fleet Management lists participating fuel sites at: 
 

https://finance.ky.gov/office-of-the-secretary/office-of-fleet-
management/Pages/default.aspx 

 

 Reporting monthly mileage for all vehicles under their purview 
 

 Monitoring vehicle and equipment use (such as mileage logs) 
 

 Investigating citizen operator complaints 
 

 Assisting in obtaining missing accident report information 
 

 Monitoring operators’ licenses and CDL qualifications to ensure 
compliance 

 

SUPERVISOR 
RESPONSIBILITIES The supervisor of an employee using fleet vehicles shall: 
 

 Maintain up-to-date knowledge of applicable vehicle policies and 
procedures 

 

 Perform initial accident reporting and investigation, as detailed in the 
Safety and Health Administration Guide (SHA-708, “Property Damage 
Reporting”) 

 

 Educate staff and operators of all applicable vehicle usage policy and 
procedures 

 

 Ensure employees receive proper training to operate assigned vehicles 
 

 Ensure accurate reporting of vehicle usage, including monitoring the 
GPS website 

 

 Submit requests for vehicle assignments 
 

 Manage hours or logs, including a review of personal use 
 

 Discuss reported citizen operator complaints with operators 

https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf#safe401p1
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FLEET VEHICLE 
MAINTENANCE When a vehicle is due for scheduled maintenance, the Office of Fleet 

Management electronically notifies the vehicle coordinator assigned to 
the vehicle and details the proper procedures to follow. 

 
When a vehicle needs unforeseen maintenance or repairs, the operator 
shall report any issues to the Office of Fleet Management Help Desk, who 
will direct the operator where to take the vehicle.  When in the Frankfort 
area, operators are to bring the vehicle to the State Service Garage. 

 
FLEET VEHICLE 
BREAKDOWNS 
& ACCIDENTS If a fleet vehicle breaks down or is involved in an accident, no matter how 

minor, operators shall: 
 

 Contact the Office of Fleet Management, using the accident reporting 
hotline located on a red sticker in the vehicle or on the blue key pouch 

 
 Report all accidents of, or damages to, Fleet Management vehicles to 

the State Service Garage, which requires a police report or a written 
explanation as to how the damages occurred 

 
 Follow the policies and procedures in the Safety and Health 

Administration Guide (SHA-708, “Property Damage Reporting”) 
 

 Notify their vehicle coordinators 
 
REPLACING FLEET 
VEHICLES The Office of Fleet Management contacts the Cabinet’s fleet coordinator 

and vehicle coordinator when a vehicle needs scheduled replacing.  All 
Cabinet-generated requests for vehicle replacements shall go to the fleet 
coordinator. 

 
PURCHASING/LEASING 
NEW FLEET VEHICLES To purchase or lease new vehicles for the state fleet, the Cabinet’s vehicle 

managers complete an EO1 and submit it through the Office of Budget and 
Fiscal Management to the Office of Fleet Management for consideration 
and approval by FAC’s Technical Review Committee and Finance 
Exceptions Committee. 

 
 
 
 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Safety%20and%20Health%20Administration%20Guide.pdf
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REPORTING 
PROCEDURES Cabinet employees shall report usage for vehicles acquired through the 

Office of Fleet Management, using the following procedure: 
 

1. Operators shall call in their end-of-month odometer readings to their 
vehicle coordinators by the 25th of each month. 

 

Note:  If the 25th of the month is on a weekend or holiday, operators 
shall call in the end-of-month readings on the previous business day. 

 

2. Vehicle coordinators shall enter the end-of-month readings into 
AssetWorks by the second business day following the 25th of each 
month. 

 

3. On the second business day following the 25th, the fleet coordinator 
reviews all reported readings for omissions and anomalies and 
contacts those vehicle coordinators with questionable submittals. 

 
Note:  If an organizational unit fails to report the mileage for a vehicle, the 
fleet coordinator may reassign or remove a vehicle from that 
organizational unit. 

 
BILLING The Office of Fleet Management charges the Transportation Cabinet a 

monthly rate that includes service and fuel expenses for work-shared and 
permanently assigned vehicles.  The Office of Fleet Management charges 
the Cabinet for each mile driven.  Vehicle coordinators should review 
reported mileage throughout the month to ensure an even distribution of 
mileage usage exists between vehicles. 

 
CABINET 
EQUIPMENT For information regarding the administration of equipment owned, 

rented, and leased by the Transportation Cabinet, refer to the Equipment 
Manual: 

 
http://transportation.ky.gov/Organizational-

Resources/Policy%20Manuals%20Library/Equipment.pdf 
 

The website address of the Division of Equipment is as follows: 
 

http://transportation.ky.gov/Equipment/Pages/default.aspx 
 

 

 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Equipment.pdf
http://transportation.ky.gov/Equipment/Pages/default.aspx
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GENERAL ADMINISTRATION & 

PERSONNEL 
 

Section 
 

STATE-OWNED VEHICLES 
& EQUIPMENT 

 

Subject 
 

User Requirements, Assignments, & 
Responsibilities 

 
 
STATE VEHICLES “State vehicles,” as stated herein, refers to all vehicles and equipment 

under the purview of not only the Office of Fleet Management within the 
Finance and Administration Cabinet (FAC) but also the Transportation 
Cabinet. 

 
MINIMUM STANDARDS Transportation Cabinet employees and other authorized agents of the 

Cabinet may operate state vehicles (which include all devices used for 
carrying, conveying, or transporting people, materials, objects, etc.) if they 
meet the following minimum standards: 

 

 Possess a valid Kentucky operator’s license 
 

 Be at least 18 years of age 
 

 Have appropriate management approval  
 

The Cabinet’s vehicle coordinators and supervisors shall consult with the 
Office of Human Resource Management or the Division of Equipment 
regarding any requests for an exception to the minimum standards.  The 
Central Office shall document and file approvals for exceptions. 

 
OPERATOR 
QUALIFICATIONS & 
RESPONSIBILITIES Operators shall promptly report in writing to their immediate supervisor 

when their licenses have expired or have been suspended or revoked.  
Supervisors shall report any failure of operators to comply with policies 
and procedures to the Employee Compliance Branch.  The branch shall 
review the changes in the status of driving records.  Any change in the 
status of an operator’s driving record resulting in disqualification, or the 
failure to report such change, may result in revocation of the privilege of 
operating state vehicles and may include other disciplinary action, up to 
and including dismissal. 
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SPECIAL LICENSURE 
& TRAINING Depending upon the type of state vehicle, the Cabinet may require special 

licensing or training prior to vehicle use.  The Cabinet shall train equipment 
operators in safe operation procedures in accordance with the vehicle 
manufacturer’s operator’s manual and the employee safety and health 
policies governing their use as set forth in the Safety and Health 
Administration Guide (SHA 1701—1732, “Vehicle & Equipment Safety”). 

 
Pursuant to KRS 281A, a commercial driver’s license (CDL) is required to 
operate certain commercial motor vehicles (CMV).  Those employees 
required to obtain a CDL shall follow the policies and guidelines of the 
Kentucky State Police detailed in the Commercial Driver License Manual 
located at: 

 

https://www.kentuckystatepolice.ky.gov/driver-testing 
 

Prior to driving a state CMV, employees requiring a CDL shall take a drug 
test (see Drug and Alcohol Testing Handbook for CDL Employees) and may 
be subject to random testing.  The handbook is available at the following 
website: 
 

https://intranet.kytc.ky.gov/org/OHRM/em/Pages/Employee-
Compliance.aspx 

 
SPECIAL NEEDS 
ACCOMMODATIONS Those employees seeking a special needs accommodation (larger 

automobile, special equipment for health reasons, etc.) shall follow the 
procedures detailed in GAP-304, “Americans with Disabilities Act (ADA).” 

 
PERMANENTLY 
ASSIGNED VEHICLES Permanently assigned state vehicles are issued to only specific employees 

who exclusively use them in an official capacity and for the performance 
of assigned duties. Generally, the Cabinet prohibits the use of state 
vehicles for commuting purposes. 

 
 To obtain a permanently assigned state vehicle from the Office of Fleet 

Management, the head of the office or department to which the vehicle 
will be assigned shall provide the necessary justification information to the 
Division of Equipment Director.  The Office of Fleet Management’s website 
provides the criteria required for obtaining a permanently assigned 
vehicle: 

 
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-

management/Pages/default.aspx 
 

https://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf#safe1301p1
https://www.kentuckystatepolice.ky.gov/driver-testing
https://intranet.kytc.ky.gov/org/OHRM/em/Pages/Employee-Compliance.aspx
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
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PERMANENTLY 
ASSIGNED VEHICLES 
(CONT.) The Equipment Division Director reviews and recommends approval of the 

request to the Secretary of the Transportation Cabinet. The Secretary of 
the Transportation Cabinet then submits for approval a letter to the 
Secretary of the Finance and Administration Cabinet (FAC) that details the 
criteria met to justify the vehicle’s assignment. 

 
Upon approval, each driver issued a permanently assigned vehicle shall 
complete and sign the TC 12-258 form, Employee Use of Permanently 
Assigned Vehicles (Exhibit 9079), and submit it to his or her supervisor for 
signature approval and filing in the supervisor’s office file. 

 
WORK-SHARED 
VEHICLES A work-shared vehicle is a state vehicle driven by a group of state 

employees who are usually within a single funding source or an 
unrestricted funding source. 

 
An employee shall not use a work-shared vehicle for personal travel, such 
as commuting.  Generally, such vehicles are located at the workstation of 
the employee unless otherwise authorized by the employee’s office or 
department head. 

 
FLEET MANAGEMENT 
MOTOR POOL If an employee’s duties require the use of a state vehicle and his or her 

office or department is temporarily unable to provide a work-shared 
vehicle, the employee, with supervisory approval, may obtain a vehicle 
from the Office of Fleet Management’s Motor Pool only through his or her 
vehicle coordinator.  Operators shall follow the policies and procedures 
detailed in the FAC’s Guide for Drivers of the Commonwealth’s Vehicles 
located at:  

 
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-

management/Pages/default.aspx 
 
VEHICLE USAGE 
REQUIREMENTS Operators of state vehicles shall comply with the following policies: 
 

 Operation of a state vehicle shall be for official state business only.  
Incidental use associated with official business away from the 
employee’s headquarters city is strictly limited and may include 
incidental travel mileage. 

 

 Operators shall operate only those state vehicles for which the Cabinet 
has approved them to operate. 

https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
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VEHICLE USAGE 
REQUIREMENTS (CONT.) 

 All operators of and passengers in state vehicles shall comply with all 
federal regulations and Kentucky laws, including the Kentucky seat belt 
law (KRS 189.125). 

 

 Operators are personally responsible for the cost of all traffic citations, 
parking tickets, etc. 

 

 Operators shall ensure all vehicle doors are locked and windows are 
closed when leaving vehicles unattended. 

 

 Operators shall comply with the requirements of the Internal Revenue 
Service and the Kentucky Revenue Cabinet relating to mileage 
reimbursement and personal use of state vehicles or equipment. 

 

Note:  If an employee utilizes a state vehicle for personal use (including 
commuting) and does not reimburse the state for that use, the value 
of any nonreimbursed personal use is considered a taxable fringe 
benefit.  KYTC uses the commuting rule (detailed in IRS Publication 15-
B, “Employer’s Tax Guide to Fringe Benefits”) to determine the fringe 
benefit value (currently $1.50 per each one-way commute, or $3 each 
workday) that will be applied to the employee’s wages.  This rule does 
not apply to a qualified nonpersonal-use state vehicle as long as the 
employee complies with the assignment requirements. 

 

 On rare occasions, and only with prior approval from their department 
or office head, operators may park state vehicles at a state facility 
other than their normal worksite when the arrangement is in the best 
interest of the Cabinet and not for personal benefit. 

 

 Operators shall ensure that assigned vehicles meet state and federal 
regulations regarding permits, safety devices, equipment, and loads 
prior to operation. 

 

 Operators noticing a problem with a state vehicle that may require 
unscheduled maintenance shall report the problem to their vehicle 
coordinator, who shall consult with the fleet coordinator. 

 
 For unscheduled emergency repairs, operators shall follow the 

instructions in the information/incident kit located in the state vehicle.  
If the kit is not there, operators shall contact their organizational unit’s 
vehicle coordinator for direction. 

 

Note:  Operators should ensure that the information/incident kit is 
located in the vehicle before use. 

 
 

https://apps.legislature.ky.gov/lrcsearch#tabs-3
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VEHICLE INCIDENTS Operators shall immediately report any accident or any damage involving 
a state vehicle by following the procedures detailed in the Safety and 
Health Administration Guide (SHA-708, “Property Damage Reporting”) and 
shall report accidents involving injuries using the procedures in the Safety 
and Health Administration Guide (SHA-707, “Injury or Illness Reporting”). 

 
The Division of State Risk’s Kentucky Self-Insured Auto Program policy 
states that anyone utilizing an insured Commonwealth vehicle with KYTC 
permission is covered.  FAC’s Guide for Drivers of the Commonwealth’s 
Vehicles (see link in following section) states that someone who is covered 
by a signed contract with the state to perform a specific function or provide 
a specific service is an “authorized agent” and is covered.   State liability 
insurance does not cover accidents if either of the following conditions 
exists: 

 

 An unauthorized operator of the state vehicle operated the vehicle. 
 An authorized operator of the state vehicle was operating the vehicle 

outside the scope of his or her employment. 
 

Note:  In either of these cases, the operator may be personally responsible 
for the damages to any third party and may also be responsible for 
payment of damages to the state vehicle. 

 

For incidents involving an employee’s privately owned vehicle, the 
employee’s own automobile insurance shall be responsible for 
determining potential payments for damages, and the employee shall be 
responsible for insurance deductibles.  Under no circumstances shall the 
state pay for repairs to an employee’s privately owned vehicle. 

 
For workers’ compensation issues, operators shall consult GAP-303-1. 

 
FUEL-CARD USAGE All Cabinet operators of state vehicles shall abide by the policy pertaining to 

the use of fuel cards. For details, refer to the FAC’s Guide for Drivers of the 
Commonwealth’s Vehicles and the Equipment Manual, respectively, at: 

 

 https://finance.ky.gov/office-of-the-secretary/office-of-fleet-
management/Pages/default.aspx 

 

 http://transportation.ky.gov/Organizational-
Resources/Policy%20Manuals%20Library/Equipment.pdf 

 

Operators shall sign fuel receipts and submit them to the Transportation 
Cabinet fleet coordinator to be on file for one year.  Cards shall be used 
only for state vehicle fuel purchases.  The Office of Fleet Management lists 
participating fuel sites at: 

 

https://finance.ky.gov/office-of-the-secretary/office-of-fleet-
management/Pages/default.aspx 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf#safe401p1
http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Employee%20Safety%20and%20Health.pdf#safe301p1
http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Equipment.pdf
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
https://finance.ky.gov/office-of-the-secretary/office-of-fleet-management/Pages/default.aspx
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PROHIBITED USES Cabinet employees operating state vehicles shall not: 
 

 Violate any traffic laws and regulations 
 

 Drive recklessly or exceed the posted speed limits 
 

 Engage in text messaging while driving state vehicles 
 

Note:  The Cabinet may exempt from this provision, in whole or in part, 
any employees that are engaged in or used for protective, law-
enforcement, or national-security responsibilities or on the basis of 
other emergency conditions as set forth in KRS 189.292(3). 

 

 Carry illegal drugs or alcoholic beverages in state vehicles 
 

 Carry unauthorized firearms 
 

 Transport nonstate employee passengers, including family members, 
without the expressed authorization by the Director of the Office of 
Fleet Management via the FM-6 form, Authorization to Transport Non-
State Employee Passengers in a Commonwealth-Owned Vehicle 
(Exhibit 9080) 

 

Note:  Prior to transporting nonstate employee passengers in KYTC-
owned vehicles or equipment, employees shall submit a completed TC 
11-209 form, Waiver & Release for Ride-Along in KYTC-Owned Vehicles 
& Equipment (Exhibit 9047), to the Office of Legal Services. 

 

 Use state vehicles for personal use (such as delivering goods or services 
for personal gain), with the exceptions of preapproved commuting and 
incidental stops, such as: 

 

♦ Stops at a restaurant for a meal 
♦ Stops at a nearby automated teller machine or financial institution 

to obtain cash for meals 
♦ Stops at an urgent care facility or emergency room 
♦ Stops at a service station or convenience store 

 

Note:  While in official travel status requiring an overnight stay away 
from home, an operator may use a state vehicle for incidental stops to 
conduct activities necessary for the employee’s health and well-being 
(going to a pharmacy, grocery, laundromat, fitness center, etc.)  The 
Accounts Manual details employee travel policies and procedures. 

 

Note:  Operators shall not make incidental stops at gaming and sports 
venues, liquor outlets, and other locations unlikely involved with 
official state business or allowable incidental use. 
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PROHIBITED USES  
(CONT.) 

 Drive while impaired by fatigue, alcohol, drugs, or any other condition 
 

Note:  Operators of state vehicles who feel that their driving abilities 
may be impaired shall cease operating the vehicle immediately.  
Employees who believe another employee is impaired have a duty to 
prevent that person from operating a state vehicle. 

 

 Smoke in state vehicles 
 

 Operate state vehicles if not on Cabinet-assigned duty 
 

 Operate state vehicles that the Cabinet has not approved them to 
operate 

 

 Ask, request, or allow any employee not on Cabinet-assigned duty (or 
any nonstate employee) to operate a state vehicle 

 

 Use state vehicles for commuting unless the Cabinet requires 
employees to commute in state vehicles for valid business needs (such 
as those employees with permanently assigned vehicles) 

 

 Make modifications of Fleet Management vehicles, including affixing 
signs, stickers, antennas, bike racks, ski racks, etc., without prior 
written authorization from the Office of Fleet Management 

 

Note:  Operators may modify Transportation Cabinet equipment only 
with prior written authorization from the Division of Equipment. 

 

 Tamper with the global positioning system (GPS) device that may be 
installed in the state vehicle 

 

Note: GPS information may be monitored by authorized personnel at 
any time. 

 

 Transport live animals without prior written authorization from the 
vehicle manager 
 

 Install or use radar-detection devices 
 

 Transport hitchhikers 
 

 Transport bicycles inside state vehicles  
 

 Use any state vehicle for any trip exclusively for the purposes of 
campaigning in support of or in opposition to any candidate for 
national, state, or local office unless use of the vehicle is required for 
purposes of security protection provided by the state 
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PROHIBITED USES 
(CONT.) 

 Use any state vehicle for purposes that include campaigning in support 
of or in opposition to any candidate for national, state, or local office 
unless the person pays the state a fee comparable to the commercial 
market rate for the use of a similar vehicle and for any services 
provided by the state to operate the vehicle 

 

 Use state vehicles for any purpose not expressly authorized in this 
policy or by the Secretary, or designee, of the Transportation Cabinet 

 
VIOLATION OF 
POLICY Any prohibited use of state vehicles is a violation of Cabinet policy.  Upon 

learning of potential problems or abuse, the Cabinet shall investigate.  
Based on the evidence from the investigation, the Cabinet may revoke or 
restrict the operator’s vehicle-use privileges and may subject the operator 
to disciplinary action, up to and including dismissal.  Operators questioning 
the appropriate use of state vehicles should consult their supervisors or 
vehicle coordinators. 

 
CABINET EQUIPMENT For more-detailed information regarding equipment owned, rented, and 

leased by the Transportation Cabinet, refer to the Equipment Manual: 
 

http://transportation.ky.gov/Organizational-
Resources/Policy%20Manuals%20Library/Equipment.pdf 

 

The website address of the Division of Equipment is as follows: 
 

http://transportation.ky.gov/Equipment/Pages/default.aspx 
 

 
 

 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Equipment.pdf
http://transportation.ky.gov/Equipment/Pages/default.aspx
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PERSONNEL 

 

Chapter 
 

GENERAL AGENCY PRACTICES 

Subject 
 

Monitoring Subrecipients of 
Federal Awards 

AUTHORITY  CFR Title 2 Subtitle A Chapter II Part 200 
 
OVERVIEW  Many  federal  entities,  such  as  the  Federal  Highway  Administration 

(FHWA),  require  federal  funds  to  flow  through  state  agencies  (or pass‐
through entities) to subrecipients.   A pass‐through entity  is a nonfederal 
entity that provides a federal award to a subrecipient to carry out part of 
a federal program. 

 

The Transportation Cabinet serves as  the pass‐through entity of  federal 
awards to subrecipients for the purposes of this policy. 

 

Each applicable department, office, and division shall monitor applicable 
subrecipient activities to ensure: 

 

 Awards  are  used  for  authorized  purposes  in  compliance with  laws, 
regulations, and provisions of contracts or grant agreements 

 

 Performance goals are achieved 
 
SUBRECIPIENT & 
CONTRACTOR 
DEFINITIONS  CFR Title 2 Subtitle A Chapter  II Part 200.93 defines a subrecipient as “a 

non‐Federal entity that receives a subaward from a pass‐through entity to 
carry out part of a Federal program; but does not include an individual that 
is a beneficiary of such program.  A subrecipient may also be a recipient of 
other  Federal  awards  directly  from  a  Federal  awarding  agency.”  
Subrecipients: 

 
 Determine who is eligible to receive federal financial assistance 

 

 Have their performance measured against whether the objectives of 
the federal program are met 

 

 Have the responsibility for programmatic decision making 
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SUBRECIPIENT & 
CONTRACTOR 
DEFINITIONS (CONT.) 

 Have  responsibility  for  adherence  to  applicable  federal  program 
compliance requirements 

 

 Use federal funds to carry out a program of the entity as compared to 
providing goods or services for a program of the pass‐through entity 

 
CFR Title 2 Subtitle A Chapter  II Part 200.23 defines a contractor as “an 
entity that receives a contract.”   The contract  is for obtaining goods and 
services for the organization's own use or the use of beneficiaries of the 
federal programs.  Contractors: 

 
 Provide the goods and services within normal business operations 

 

 Provide similar goods or services to many different purchasers 
 

 Operate in a competitive environment 
 

 Provide goods or  services  that are  ancillary  to  the operation of  the 
federal program 

 

 Are not subject to the compliance requirements of the federal program 
 

Each applicable department, office, and division responsible for oversight 
of federal funds shall determine whether the recipients of those federal 
funds are either subrecipients or contractors.  This determination impacts 
whether or not the recipient is subject to the requirements below. 

 
Note: A  recipient may be a subrecipient and a contractor.    In  this case, 
payments received for goods and services provided as a contractor would 
not  be  considered  as  federal  awards  and  not  subject  to  the  audit 
requirements below. 

 
CFR Title 2 Subtitle A Chapter II Part 200.230 provides more guidance on 
distinguishing between a subrecipient and a contractor.   The Council on 
Financial Assistance Reform (COFAR) provides resources online at: 

 
http://cfo.gov/cofar/cofar‐resources/ 

 
RESPONSIBILITIES OF 
PASS‐THROUGH ENTITY  CFR Title 2 Subtitle A Chapter II Part 200.331 outlines responsibilities for 

pass‐through entities: 
 

https://cfo.gov/cofar/cofar-resources/
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RESPONSIBILITIES OF PASS‐ 
THROUGH ENTITY (CONT.)  A pass‐through entity must: 
 

1}  Identify Federal awards made by informing each subrecipient of 
CFDA name and number, federal award identification number, 
federal award date,  federal amount  obligated and awarded, 
federal award project description, if the award is Research and 
Development (R&D), and name of federal awarding agency. 

 

2}  Advise  subrecipients  of  requirements  imposed  on  them  by 
Federal  laws,  regulations,  and  the  provisions  of  contracts  or 
grant agreements as well as any  supplemental  requirements 
imposed by the pass‐through entity  including  identification of 
required financial and performance reports. 

 

3}  Evaluate each subrecipient’s risk of noncompliance with Federal 
statutes,  regulations,  and  provisions  of  contract  or  grant 
agreements to determine appropriate subrecipient monitoring. 

 

4}  Monitor  the activities of subrecipients as necessary  to ensure 
that  Federal  awards  are  used  for  authorized  purposes  in 
compliance  with  laws,  regulations,  and  the  provisions  of 
contracts or grant agreements and that performance goals are 
achieved. 

 

5}  Ensure  that  subrecipients  expending  $750,000  or  more  in 
Federal awards during the subrecipient's  fiscal year have met 
the  audit  requirements  as  required  by  CFR  Title  2  Subtitle A 
Chapter  II Part 200  Subpart  F – Audit Requirements  for  that 
fiscal year. 

 

6}  Issue a management decision on audit findings within 6 months 
after receipt of the subrecipient's audit report and ensure that 
the subrecipient takes appropriate and timely corrective action. 

 

7}  Consider whether subrecipient audits, onsite reviews, or other 
monitoring necessitate adjustment of the pass‐through entity's 
own records. 

 

8}  Require each subrecipient to permit the pass‐through entity and 
auditors to have access to the records and financial statements 
as necessary  for  the pass‐through  entity  to  comply with CFR 
Title 2 Subtitle A Chapter II Part 200.331. 

 

9}  Consider  taking  enforcement  action  against  noncompliant 
subrecipients as described  in CFR Title 2 Subtitle A Chapter II Part 
200.338. 
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RESPONSIBILITIES OF 
PASS‐THROUGH ENTITY 
(CONT.)  In addition to CFR Title 2 Subtitle A Chapter II Part 200.331 requirements, 

project  and  program managers  shall  properly monitor  the  activities  of 
subrecipients by  following the specific  federal guidelines established  for 
their assigned programs. 

 

Each department, office, and division managing subrecipients shall have 
specific  monitoring  procedures  designed  to  ensure  the  proper 
administration of their programs; however, all monitoring procedures shall 
include those detailed herein. 

 

NOTIFICATION OF 
FEDERAL AWARD 
INFORMATION  The pass‐through entity shall inform subrecipients of the following federal 

award information needed for their records: 
 

 Catalog  of  Federal  Domestic  Assistance  (CFDA)  name  and  number 
(available online at www.cfda.gov) 

 

 Federal Award Identification Number (FAIN) and project description 
 

 Name of federal awarding agency 
 

 Amount of award 
 

 Time period that costs can be charged 
 

REQUIRED INFORMATION 
INCLUDED IN WRITTEN 
AGREEMENTS  Written agreements with subrecipients shall include, but not be limited to, 

the following federal compliance information: 
 

 Audit requirements of CFR Title 2 Subtitle A Chapter II Part 200 Subpart F 
 

 Requirement for charging costs in accordance with the approved scope 
of work and CFR Title 2 Subtitle A Chapter II Part 200 Subpart E 

 

 Prior  approval  requirement  for  certain  costs  and  extensions  to  the 
award closing date 

 

 Method in which they will be paid (reimbursement, monthly, etc.) 
 

 Items to  include  in their contracts with other entities, such as Davis‐
Bacon prevailing wages 

 

 Allowable sources of matching funds 
 

 Spending limits in certain areas if applicable (administration, supplies, 
etc.) 

 

www.cfda.gov
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REQUIRED INFORMATION 
INCLUDED IN WRITTEN 
AGREEMENTS (CONT.) 

 Requirement to maintain property records for equipment costing over 
$5,000  purchased  with  federal  funds  and  to  perform  a  physical 
inventory of equipment 

 

 Accounting for and use of program income 
 

 Applicable laws for procurement of goods and services, public works, 
real property, etc. 

 

 Requirement to ensure transactions meet suspension and debarment 
rules 

 

 Reporting requirements 
 

 Notification that the grantor agency and auditor shall have access to 
records for monitoring and audit purposes 

 

 Cabinet  division,  office,  or  department  responsible  for  answering 
questions or providing technical assistance 

 
DURING THE AWARD 
MONITORING  Project or program managers shall monitor and document the activities of 

subrecipients  to  ensure  they  are  using  the  federal  funds  for  approved 
purposes.   Monitoring activities normally occur throughout the year and 
may take various forms, such as: 

 

 Reviewing performance reports submitted by subrecipients 
 

 Performing visits at subrecipients' worksites to review programmatic 
records and observe operations  (such as construction  inspections or 
invoice reviews related to reimbursement request verification) 

 

 Maintaining  regular  contacts  with  subrecipients  and  making 
appropriate inquiries concerning program activities 

 

 Ensuring  compliance with  federal  and  state  requirements,  including 
but  not  limited  to  the  Brooks  Act  for  hiring  architectural  and 
engineering  firms,  the  Uniform  Act  for  right‐of‐way  acquisition, 
construction  contracting,  and  oversight  pursuant  to  the  Code  of 
Federal  Regulations,  as  outlined  in  the  Cabinet’s  stewardship 
agreement with FHWA 
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DURING THE AWARD 
MONITORING (CONT.)  When  developing  a  program's  monitoring  procedures,  project  and 

program managers shall consider the following risk factors: 
 

 Program  complexity—Programs  with  complex  compliance 
requirements have a higher risk of noncompliance. 

 

 Percentage passed  through—The  larger  the percentage of program 
awards  passed  through,  the  greater  the  need  for  subrecipient 
monitoring. 

 

 Award amount—Larger dollar awards are of greater risk and require 
greater subrecipient monitoring. 

 

 Subrecipient  risk—Subrecipients  shall  be  evaluated  for  risk  of 
noncompliance with federal statutes, regulations, and the terms and 
conditions of the award.  The factors should include consideration of: 
1) prior experience with  the same or similar subawards; 2) previous 
audits and the extent to which the same or similar subaward has been 
audited as a major program; 3) new personnel or substantially changed 
systems;  and,  4)  extent  and  results  of  federal  awarding  agency 
monitoring (if the subrecipients receive federal awards directly from a 
federal awarding agency). 

 

Each applicable department, office, and division should incorporate these 
concepts  and  practices  into  monitoring  procedures  to  improve 
subrecipient compliance rates. 

 
ENSURING 
SUBRECIPIENT OBTAINS 
REQUIRED AUDITS  The pass‐through entity  shall ensure  that  subrecipients obtain  required 

audits.   Note  that many Cabinet subrecipients are county governments.  
The Auditor of Public Accounts (APA) conducts fiscal court audits annually.  
To ensure  subrecipients obtain  required audits,  the project manager of 
each applicable department, office, and division shall: 

 

 Maintain a  tracking  system  to monitor  the amount of  federal  funds 
reimbursed to subrecipients annually 

 

 Communicate annually with subrecipients to determine whether they 
have  exceeded  the  threshold  requiring  a  single  or  program‐specific 
audit under CFR Title 2 Subtitle A Chapter  II Part 200.501  (currently 
$750,000  in  total  federal  expenditures  in  their  fiscal  year  from  all 
sources) 
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ENSURING SUBRECIPIENT 
OBTAINS REQUIRED 
AUDITS (CONT.) 

 Send a letter (Exhibit 9082) annually (a copy of which to be included in 
the project  file)  to  subrecipients asking  them  to either  submit  their 
single  audit  and  Data  Collection  Form  to  the  Federal  Audit 
Clearinghouse or submit a certification that they have not spent over 
$750,000  in  federal  funds  from  all  sources  to  the Office  of  Audits, 
Internal Audit Branch 

 

  Note:  Subrecipients  are  required  to  arrange  for  their  own  audits, 
except for county governments, which are audited by the APA. 

 

Note:  If  a  single  audit  is  not  required,  subrecipients  shall  provide 
certification  that  their  federal expenditures  from all  sources did not 
exceed $750,000. 

 

 Send the Office of Audits a correspondence log by September 30 noting 
to whom the  letter was sent,  letter’s date, contact  information, and 
due date of the audit report 

 

If a single audit is required, the Office of Audits, Internal Audit Branch, shall 
ensure that the single audit and Data Collection form, including all findings 
and  recommendations,  is  submitted  to  the Federal Audit Clearinghouse 
within 30 days after completion of the single audit or 9 months after the 
end of the subrecipient's fiscal year, whichever comes first. 

 

If subrecipients failed to obtain a required audit  in accordance with CFR 
Title 2 Subtitle A Chapter II Part 200 Subpart F, the Internal Audit Branch 
shall follow up with the subrecipients until the audit  is completed, while 
documenting all correspondence to obtain the late audit reports using the 
Audit‐Tracking Summary (to be included in the project file).  The Internal 
Audit Branch  shall  inform  the project manager  if a  subrecipient  fails  to 
submit  the  audit  report.    The  project  manager  shall  withhold 
reimbursements until the subrecipient complies as noted below. 

 

Program and project managers shall follow up with any required corrective 
actions in a timely manner. 

 

SUBRECIPIENT 
NONCOMPLIANCE 
WITH REPORTING 
REQUIREMENTS  If  a  subrecipient  fails  to  comply with  these  auditing  requirements,  the 

project  or  program  manager  shall  take  appropriate  action,  such  as 
withholding  further  funding  until  the  subrecipient  meets  the  audit 
requirements. 
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SCHEDULE OF 
EXPENDITURES OF 
FEDERAL AWARDS 
(SEFA)  The Division of Accounts, Program Billing Branch,  is required to compile 

the SEFA, which details all federal awards (by type of program and CFDA 
number) received and expended during the fiscal year. Branch personnel 
use eMARS reports and feedback from each applicable department, office, 
or division when compiling the SEFA. 

 
The Program Billing Branch notifies each applicable department, office, or 
division of reporting requirements annually at the end of the Cabinet fiscal 
year. 

 
The Accounts Guidance Manual provides more information on the object 
code  requirements  for  SEFA  reporting  (ACC‐906,  “Subrecipient 
Monitoring”). 

 
 

 

http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf#acc906p1
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

FACILITY ADMINISTRATION 

Subject 
 

TCOB Access & ID Badges 

 

ID BADGES While on duty in the Transportation Cabinet Office Building (TCOB), all full-
time or part-time employees of the Cabinet shall have in their possession 
their official employee identification (ID) badge.  To obtain an ID badge, 
employees shall submit the TC 77-31 form, Kentucky Transportation 
Cabinet Building Employee Security Access (Exhibit 9085), to Kentucky 
Design and Print Services (KDPS). 

 
Employees shall adhere to these provisions for use of the ID badge: 

 
 Upon entering the TCOB, the employee should have his or her official 

ID badge in his or her possession.  The badge permits access to: 
 

 TCOB only from 6:00 a.m. to 6:00 p.m., Monday—Friday, unless 
otherwise authorized 

 
 TCOB’s east and west parking garages 24 hours a day every day of 

the year, unless otherwise authorized 
 

 The employee shall utilize only his or her assigned ID badge, 
maintaining visibility at all times. 

 
 The employee shall scan his or her ID badge each time upon entering 

the building through a restricted door or accessing an elevator in the 
lobby.  Cameras shall monitor these areas.  To prevent a possible 
security breach, the employee shall not share the use of his or her 
badge or permit another person to follow or “tailgate” into the 
building. 

 
 The employee shall not carry the badge in any manner that could 

damage the electronic mechanism inside, such as in a wallet. 
 

 If the badge is lost or stolen or becomes defective or obsolete, the 
employee shall immediately contact KDPS to ensure building security 
and access. 
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ID BADGES (CONT.) 
 KDPS shall replace, at no cost to the employee, a badge that no longer 

functions.  Replacement for any other reason shall cost the employee 
$10. (Checks will need to be made payable to Kentucky State 
Treasurer.) 

 
 Any employee terminating employment with the Cabinet shall return 

the badge to his or her immediate supervisor, who shall forward the 
tendered badge to the KDPS. 

 
Note:  For security purposes, supervisors shall immediately notify KDPS 
(via email to KYTC.BadgeRequests@ky.gov) of employee separations 
from KYTC to remove TCOB access. 

 
 Any violation of the provisions herein may be considered misconduct 

and may subject the employee to disciplinary action, up to and 
including dismissal. 

 
If employees require changes to badge access from their original 
submission, they shall resubmit a completed TC 77-31 form with the 
updated information following the procedures above. 

 
AVI TOKENS The Cabinet no longer issues automated vehicle identification (AVI) tokens, 

which formerly allowed TCOB parking garage access.  AVI token usage is 
obsolete; therefore, employees need to return tokens to the KDPS badge 
station. 

 
VISITOR ACCESS All visitors (excluding state employees wearing state-issued badges) shall 

enter the TCOB through the right door at the front entrance on Mero 
Street.  Visitors conducting driver licensing business will report to the 
Division of Driver Licensing area located on the first floor.  Conference 
Center visitors will proceed to their assigned meeting space or room on 
the first floor.  Visitors conducting business on other floors shall report to 
and sign in at the receptionist desk and will receive an identification sticker 
which is required to visibly be worn at all times. Visitors shall sign out at 
the receptionist desk before leaving the TCOB. 

 
 

 
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FACILITY ADMINISTRATION 

Subject 
 

TCOB Parking 

 

STATUTORY AUTHORITY KRS 174 
 

PURPOSE The use of a motor vehicle on TCOB property is a privilege, not a right, 
and is governed by the provisions established herein.  The purpose of this 
policy is to facilitate the safe and orderly conduct of Transportation 
Cabinet Office Building (TCOB) business and to provide controlled parking 
facilities in support of this function within the limits of available space.  
Other Cabinet locations may adopt any of the provisions herein to assist 
in the orderly and safe operation and parking of motor vehicles. 

 

 Note: These provisions are subject to change, upon reasonable notice, 
when necessary to facilitate the parking program.  Upon approval of 
necessary changes, the Cabinet will announce the changes through 
appropriate Cabinet media prior to the effective date of the changes.  
The Cabinet’s policy for operating and parking a motor vehicle at the 
TCOB is in effect 24 hours every day. 

 

COMMONWEALTH & 
CABINET LIABILITY No liability shall be created by the granting of privileges to operate and 

park a motor vehicle on property owned, leased, or otherwise controlled 
by the Cabinet.  Kentucky State Police (KSP) Facilities Security Officers 
patrol parking facilities 24 hours a day. 

 

Failure of the Kentucky State Police Facilities Security Officers or Cabinet 
personnel to enforce any parking regulation or policy shall not be 
construed as a waiver for future enforcement. 

 

PARKING PERMIT/ 
AUTHORIZED SPACE Cabinet parking regulations are in effect all year, including holidays. 
 

VIOLATORS WITH ID 
BADGES OR AVI CARDS An employee, contractor, visitor, or other person using a fraudulent ID 

badge or AVI token or possessing a lost or stolen parking permit or AVI 
token shall be subject to disciplinary action, which may include loss of 
privileges to park or operate a motor vehicle on property owned, leased, 
or controlled by the Cabinet. 
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VISITOR PARKING 
ACCOMMODATIONS The Cabinet has designated a number of visitor parking spaces.  The 

Cabinet prohibits TCOB employees or contractors from parking in the 
designated visitor spaces.  Any TCOB employee or contractor found in 
violation may be subject to disciplinary action, as well as to the ticketing 
and towing of the unauthorized vehicle at the owner’s expense, pursuant 
to KRS 56.850. 

 
DESIGN OF PARKING 
SPACES White Stalls /Spaces—The Cabinet has marked stalls with two white lines 

on either side and across the closed end of the space, with the exception 
of some disabled-accessible spaces, which the Cabinet has marked with 
blue or yellow lines on each side of the space. 

 
Bumper Blocks—The Cabinet has placed bumper blocks in some spaces 
to reduce collisions or damages.  The Cabinet permits only one vehicle 
per bumper block, other than a moped. 

 
Yellow Markings—Yellow curbs and hashed-out areas designate fire 
lanes or no-parking zones.  Yellow-marked areas are tow-away zones and 
are to be kept clear at all times for emergency vehicles.  A driver shall not 
park, double-park, or leave unattended a vehicle: 

 
 Next to any yellow line 
 On any yellow-striped or hashed-out area 
 In a fire lane 
 In any area with a NO PARKING sign 

 
Maximum Vehicle Dimensions—The maximum vehicle size the parking 
garages accommodate is 6 feet, 10 inches in height; 7 feet in width 
(including mirrors, running boards, and other protrusions); and 18 feet in 
length (including attachments and protrusions). 

 
DESIGNATED 
PARKING SPACES Drivers of extended-length vehicles (greater than 18 feet) shall park only 

in exterior parking spaces in the northeast or northwest corner of the 
garages so as not to curtail traffic flow by protruding into the path of 
traffic.  In no case shall a driver of an extended-length vehicle park in an 
interior space. 

 
Drivers of motorcycles and scooters may park in any available space in 
the east garage.  Up to two drivers of motorcycles may park in one 
regular parking space. 
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DESIGNATED PARKING 
SPACES (CONT.) The Cabinet has designated special parking spaces for: 
 

 Visitors 
 

 State vehicles (on roofs of east and west garages) 
 

 Specific personnel from the Office of Homeland Security, Kentucky 
State Police, Division of Equipment, Division of Environmental 
Analysis, and Transportation Operations Center (in the rear parking 
lot of the TCOB) 

 
PROHIBITED PARKING The Cabinet permits parking only within marked spaces or stalls in 

Cabinet lots or parking structures.  To mark with signs or paint all areas 
where parking is prohibited is impossible.  However, the Cabinet strictly 
enforces the following guidelines.  The Cabinet prohibits drivers from 
parking: 

 
 In no-parking areas 
 In disabled-accessible spaces without a proper permit 
 In a way that blocks: 

 
 Disabled-accessible spaces 
 Fire lanes 
 Fire exits 
 Doorways 
 Dumpsters 

 
 Within 10 feet of a fire hydrant 
 In loading or unloading zones, unless actually loading or unloading 

 
Note:  Flashers must be on, and time shall be limited to 20 minutes 
with a loading-zone permit. 

 
 Parallel to another vehicle parked alongside a curb (double-parked) 
 In service entrances, construction sites, or spaces reserved for 

maintenance vehicles 
 On the lawn, sidewalk, crosswalk, parking lot or garage driveways, or 

ramps 
 Straddling painted lines or bumper blocks 
 Beyond the time in time-limited areas 
 In areas where a permit is not valid  
 Over, or adjacent to, yellow lines or curves 
 Against the flow of traffic 
 In areas or spaces closed by barricades or other traffic-control devices 
 In areas reserved for visitors (on the ground level of the east garage 

and the parking court in front of TCOB) 
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TRAFFIC REGULATIONS The Cabinet encourages all employees to be patient, considerate, 
tolerant, and cautious while others are driving into or out of parking 
spaces.  Driving with headlights on, obeying the speed limit, driving 
cautiously on the turns, and being courteous and patient while waiting 
for other employees to enter or exit a parking space are all parts of being 
a responsible driver.   

 
 The following regulations shall govern traffic on property owned, leased, 

or controlled by the Cabinet: 
 

 
 Driving on grass or sidewalks shall be prohibited at all times except in 

the performance of required official duties. 
 

 Motor vehicle accidents on Cabinet property shall be reported to the 
Kentucky State Police.  Accident reports shall be available upon 
request for insurance purposes.  GAP 1104-2 provides guidance on 
vehicle incident reporting procedures. 

 
TRAFFIC VIOLATIONS 
& PENALTIES A motor-vehicle operator shall be responsible for moving-traffic 

violations and criminal citations issued to vehicles registered in his or her 
name or in the name of a family member. 

 
REPAIRS No one shall make any repair other than an emergency repair to a motor 

vehicle on property owned, leased, or controlled by the Cabinet. 
 
REMOVAL & 
IMPOUNDMENT Unless prior arrangements have been made with them, the Kentucky 

State Police Facilities Security Officers have the authority to remove from 
state property and impound a motor vehicle that: 

 
 Appears to have been abandoned (7 days or more) 
 Is parked illegally in or blocking a disabled-accessible space 
 Is parked in a restricted area without authorization 
 Displays an automatic vehicle identification (AVI) token that has been 

reported lost or stolen or has been forged or altered 
 Inhibits traffic flow by: 

 
♦ Being parked in a fire lane, driving lane, or tow-away zone 
♦ Blocking a doorway, dumpster, fire hydrant, or emergency exit 

 
Note:  Towing, storage, and impoundment fees shall be the sole 
responsibility of the vehicle’s registered owner. 
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TEMPORARY CLOSURE 
OF PARKING FACILITIES The Office of Support Services has the authority to temporarily close 

individual parking stalls, spaces, floors, areas, driveways, or other Cabinet 
parking facilities when necessary to accommodate the needs of the 
Cabinet.  These needs include, but are not restricted to: 

 
 Street/garage cleaning 

 
 Maintenance and repairs 

 
 Parking for special events sponsored by or held on Cabinet or 

adjacent property 
 

Notices detailing the restrictions, dates, and times shall be posted as far 
in advance as possible. 
 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

FACILITY ADMINISTRATION 

Subject 

TCOB Workstation Relocation & 
Reconfiguration 

REQUEST FOR 
WORKSTATION 
RELOCATION OR 
RECONFIGURATION  To request a change in location or layout of office space, the department 

or  office  head  shall  complete  the  TC  77‐9  form,  Relocation  Request  
(Exhibit  9086),  and  submit  it  for  review  and  signature  approvals  to  the  
Director of the Division of Facilities Support. 

Upon  review  of  the  request,  the  Director  of  the  Division  of  Facilities 
Support shall forward a copy of the form indicating approval or denial of 
the request to the requesting department or office head. 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

FACILITY ADMINISTRATION 

Subject 
 

TCOB Conference Center 

 

COORDINATOR OF  
CONFERENCE CENTER The Office of Support Services, Division of Facilities Support, manages the 

Transportation Cabinet Office Building (TCOB) Conference Center.  
Conference Center personnel are responsible for setting up its own 
equipment and the scheduling of all meeting rooms, conference rooms, 
and the auditorium in the Conference Center. 

 
The TCOB lobby receptionist desk is also considered part of the Conference 
Center facility.  This desk is responsible for: 

 

 Greeting visitors 
 Answering and directing telephone calls 
 Signing in all TCOB guests with photo ID and, as required, calling 

Cabinet personnel to escort guests upstairs 
 
PERMITTED USE The Transportation Cabinet reserves the right to decide whether a 

prospective event is appropriate to be held in the TCOB. 
 

The Cabinet permits the following types of entities to hold events in the 
TCOB: 

 

 State government agencies 
 Approved businesses offering employee benefits programs, such as 

insurance and deferred compensation 
 Approved charitable organizations 
 Approved nonprofit private organizations 

 
PROHIBITED USE The kinds of events that the Cabinet prohibits in the TCOB include but are 

not limited to the following: 
 
 

 Political activities 
 

 Commercial activities 
 

 Gambling or any other games of chance regardless of proposed use of 
proceeds 
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PROHIBITED USE 
(CONT.) 

 Solicitations in or on grounds of the TCOB 
 

 Bake sales or similar fund-raising programs by groups outside the 
Transportation Cabinet 

 

 Any profit-oriented program 
 
RESERVING THE 
CONFERENCE CENTER The Conference Center is available for use from 8:00 a.m. to 4:30 p.m. 

weekdays, excluding state-observed holidays. 
 

Note:  Under no circumstances shall users of the Conference Center be 
allowed on Cabinet premises before or after business hours without prior 
approval from the Office of the Executive Director of Support Services. 

 
Cabinet Employees—Transportation Cabinet employees shall submit a 
completed TC 77-24 form, Room Information and Lease Agreement 
(Exhibit 9088), via email to kytc.conferencecenter@ky.gov. 

 
Military & Other State Government Agencies—The agency is to contact 
Conference Center staff to reserve a meeting room and submit a 
completed TC 77-24 form via email to kytc.conferencecenter@ky.gov. 

 
Approved Business Offering Employee Benefits Program—The business is 
to contact Conference Center staff to reserve a space in the lobby (for 
which there is no rental charge). 

 
Approved Nonprofit Private Organization—The organization is to contact 
Conference Center staff to reserve space in the Conference Center.  
Conference Center staff shall provide the organization with information 
about the requirements for holding an event in the Conference Center and 
a TC 77-24 form. 

 
The TC 77-24 form is available online at: 

 
http://transportation.ky.gov/Conference-Center 

 
A responsible representative from the organization shall sign the rental 
information and lease agreement located at the same site. 

 
The TC 77-24 form details meeting room capacity, equipment options, and 
rental charges.  

 
 

http://transportation.ky.gov/Conference-Center


FACILITY ADMINISTRATION 

TCOB Conference Center GAP-1204 
 

 

06/25  Page 3 of 5 

SEATING CAPACITY & 
RENTAL FEE The table below provides seating capacity and rental charge for 

Conference Center rooms. 
 

MEETING ROOM CAPACITY 
RENTAL 
CHARGE 
(all day)* 

RENTAL 
CHARGE 

(½ day or less)* 

Auditorium (C105) 250 $900 $500 

Computer Lab  (C112) 16 $300 $150 

Conference Rooms, Small (4 rooms) 5 $200 $100 

Conference Room, Medium (C110) 14 $250 $150 

Conference Room, Large (C109) 28 $300 $150 

Conference Room, Large (C107) 36 $350 $175 

Hearing Room (C121) 24 $300 $150 

Training Room (C117) 50 $400 $200 

Training Room (C118) 50 $400 $200 

Video Conference Room (C122) 24 $300 $150 

 
*Prices are subject to change without notice. 

 
EQUIPMENT 
AVAILABILITY Equipment is available on a first-come, first-served basis.  The Conference 

Center recommends an advance request of at least one week.  The 
following equipment is available in all rooms: 

 
 Projector and screen or tv monitors 
 Video conference units 

 
The following equipment is available upon request: 

 
 Podiums 
 Flip charts 
 Extension cords 
 Dry erase makers 
 Easels 

 
No copy machine is available for use by event participants. 

 

https://transportation.ky.gov/SupportServices/Pages/Conference-Center.aspx
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PAYMENT State government agencies shall enter their eMARS template or funding 
string on the TC 77-24 form.  The Conference Center will complete the IET 
for all charges. 

 
If the state agency elects to not pay the charges through eMARS, the 
agency, like a nonprofit private organization, shall forward a check or 
money order, made payable to the Kentucky State Treasurer, to: 

 
Kentucky Transportation Cabinet Conference Center 
200 Mero Street 
Frankfort, KY 40622 

 
FOOD & BEVERAGE With prior approval from Conference Center staff, event participants may 

serve food and nonalcoholic beverages.  The Conference Center reserves 
the right to impose limitations.  The Cabinet prohibits food or beverage in 
the auditorium. 

 
CATERING The user may elect to use catering services of their choice, upon approval. 
 
DECORATIONS The user shall hang nothing on the walls, furniture, windows, or doors by 

any type of tape, fastener, or adhesive.  The user may use flipchart stands 
(available upon request at no charge) or dry-erase boards (already in the 
rooms) to attach posters or displays with painter’s tape only.  The user shall 
not have glitter or confetti (including decorative confetti and loose 
potpourri on tables) inside or outside the Conference Center. 

 
The user shall display and remove all decorations, floral arrangements, and 
rented items (tables, chairs, linens, etc.).  Conference Center staff may 
assist with the arrangement of such items but shall not load, unload, or 
display the items for the user.  Unless the Conference Center staff grants 
prior approval, the user shall not bring such items any sooner than one day 
before the event and shall remove them no later than the next business 
day. 

 
The Conference Center does not: 

 
 Accept or sign for deliveries 
 Store materials / supplies of guests 

 
PARKING Parking is available: 
 

 On the first level of the east parking garage, marked VISITOR PARKING 
 In the parking lot off Mero Street facing the east parking garage 
 On each side of Mero Street in front of the TCOB (2-hour parking) 
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OTHER REQUIREMENTS 
& INFORMATION Conference Center guests can sign in at 8:00 a.m. and rooms shall be 

vacated and guests signed out by 4:30 p.m. (without the prior approval of 
the Office of the Executive Director of Support Services).  Guests are 
expected to strictly adhere to their allotted times and sign in with photo id 
upon arrival and sign out when leaving.  Appropriate identification (TCOB-
issued badge, government id, etc.) must be visible at all times while in the 
TCOB.   

 
SMOKING Smoking is not permitted on state property, which includes all areas inside 

the TCOB, parking garages, and exterior grounds owned or leased by the 
Cabinet. 

 
CANCELLATION 
OR TERMINATION 
OF EVENT For canceling an event, the Transportation Cabinet requires the lessee to 

submit in writing a 24-hour notice of cancellation.  Failure to comply shall 
result in the lessee’s forfeiture of all prepaid charges. 

 
If the facility becomes untenable for any reason not the fault of either the 
Conference Center or the contracted party, the contract shall terminate.  
If termination occurs before the contracted event begins, the Conference 
Center shall refund all monies paid.  If termination occurs during the event, 
the Conference Center shall charge only a pro rata portion for that time.  
In the event of such termination, the Transportation Cabinet bears no 
responsibility for any claim for damages or compensation that may arise 
from the termination. 

 
DAMAGES The Conference Center shall charge the user the cost of any damage to the 

Conference Center or its property and equipment that the user incurs 
during the event.  For example, the Conference Center may impose a 
surcharge of up to $100 for each area of carpet soiled by food or beverage.  
The decision to impose any surcharge rests solely with the Conference 
Center staff. 

 
 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

FACILITY ADMINISTRATION 

Subject 

Facilities Maintenance 

OVERVIEW  The  Facilities Maintenance  Branch  of  the  Division  of  Facilities  Support 
shall keep all real property owned by the Transportation Cabinet in good 
condition on a continuing basis. 

CENTRAL OFFICE 
PROPERTIES  The  Director  of  the  Division  of  Facilities  Support  acts  as  the  Cabinet’s 

agent  to  ascertain  that  all  Central  Office  properties  are  kept  in  good 
repair.    The  branch  manager  of  the  Facilities  Maintenance  Branch 
determines  necessary  property  repairs  and  services.    The  office  or 
division head  submits  in writing  the  request  for  repair or maintenance 
(other than emergency) to the Facilities Maintenance Branch. 

TRANSPORTATION 
CABINET OFFICE 
BUILDING  In  the Transportation Cabinet Office Building,  the head of  the office or 

division space needing repairs informs the building superintendent. 

DISTRICT OFFICE 
PROPERTIES  The  Facilities Maintenance  Branch,  assisted  by members  of  a  district’s 

regular  crews  whenever  possible,  performs  all  ordinary  repairs  and 
maintenance  in  the  district,  including  the maintenance  of  the  Cabinet‐
owned parking lots in the districts. 

Note:   Multidistrict  HVAC  personnel  shall  be  under  the  guidance  and 
direct supervision of the Facilities Maintenance Branch. 

EMERGENCY 
MAINTENANCE  In  case  of  emergency  maintenance,  the  Director  of  the  Division  of 

Facilities Support shall be contacted as soon as the necessary steps have 
been taken to protect lives and property. 

LOADOMETER 
STATIONS  The Division of Facilities Support shall maintain loadometer buildings and 

their permanent fixtures.  The Division of Facilities Support is responsible 
for  paying  the  necessary  insurance  premiums.    The  Justice  and  Public 
Safety Cabinet, Department of Motor Vehicle Enforcement, is responsible 
for the operations of these installations. 



FACILITY ADMINISTRATION 

Facilities Maintenance  GAP‐1205 

12/14 Page 2 of 2 

REST AREAS  The Division of Maintenance  is responsible  for major specialized repairs 
of interstate, primary, and secondary rest areas.  The Division of Facilities 
Support provides technical assistance, as required, to the districts.   Rest 
areas  (roadside parks) with M.P.  (milepost) project prefixes are the sole 
responsibility of the district. 

BUDGET/COSTS
FOR REPAIR & 
MAINTENANCE  Under  the  direction  of  the  Executive Director  of  the Office  of  Support 

Services  and  the  Secretary  of  Transportation,  the  Division  of  Facilities 
Support may obtain and administer price contracts for the maintenance 
and repair of facilities and equipment. 

The  branch  purchases  all  repair  and maintenance materials,  including 
those  for emergencies,  in accordance with the established procurement 
procedures outlined in the Cabinet’s Purchases Guidance Manual. 

All  costs  for  the  repairing,  reconditioning,  or  replacing  of  any  parts  of 
buildings  (such  as  plumbing,  HVAC,  electrical,  carpentry,  or  plumbing 
costs) are considered ordinary repairs and maintenance and are charged 
to the KA48 account. 

All  expenditures  incurred  and  charged  against  the  KA48  account  shall 
have prior approval from the Director of the Division of Facilities Support, 
or designee.   For  repairs, district personnel make  requests  through  the 
maintenance  computer  program  and  send  the  requests  to  the  branch 
manager of the Facilities Maintenance Branch. 

MAJOR ADDITION 
OR RENOVATION  An office, division, or district submits a written request to the Division of 

Facilities Support  for construction of any new structures or additions  to 
existing buildings.   Any major addition  to, or betterment of, an existing 
building  is considered a capital  improvement and  is charged to a capital 
project.  If requests are approved within the capital projects budget, the 
Division of Facilities Support shall prepare plans and specifications for the 
purpose of a construction contract. 


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PERSONNEL

Chapter 

FACILITY ADMINISTRATION 

Subject 

Janitorial Services Contracts &  
Pest Control Contracts 

JANITORIAL 
SERVICES  The  Facilities  Administration  Branch  is  responsible  for  all  janitorial 

services contracts related to Central Office buildings and properties. 

For  necessary  janitorial  services  for  any  Transportation  Central  Office 
building—except for the Transportation Cabinet Office Building (TCOB) at 
200 Mero  Street—the branch  shall be  contacted and  shall perform  the 
necessary paperwork, walk‐through, and other appropriate action to see 
that services are established. 

PEST CONTROL  The  Facilities  Administration  Branch  is  responsible  for  all  pest‐control 
contracts related to Central Office buildings and properties except for the 
TCOB. 

When an office or building encounters a problem with pests, the Facilities 
Administration Branch shall be informed of the problem by a work order. 





GAP‐1207 

12/14 Page 1 of 2 

GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

FACILITY ADMINISTRATION 

Subject 

Inventory of Cabinet‐Owned 
Lots & Buildings 

RESPONSIBILITY  The Design Construction Branch of the Division of Facilities Support shall 
systematically  review  and  update  the  inventory  of  all  Transportation 
Cabinet‐owned  lots  and  buildings.    The  inventory  shows  the  locations, 
functions,  and  physical  descriptions  of  all  the  Cabinet‐owned  lots  and 
buildings. 

MANAGEMENT OF 
INVENTORY  When the budget for the acquisition of properties that the Cabinet needs 

for purposes other than right of way (maintenance sites, equipment sites, 
traffic  sites,  additions  to  sites,  etc.)  has  been  approved,  the  Design 
Construction Branch prepares a list of such projects for the establishment 
of a project number and the initiation of files for each project. 

The  Division  of  Right  of  Way  and  Utilities  is  responsible  for  the 
acquisitions  of  properties  for  the  approved  projects.    After making  an 
acquisition,  the  division  places  all  pertinent  information  describing  the 
newly acquired property  in a permanent property  file and then submits 
the  file  to  the  Design  Construction  Branch  of  the  Division  of  Facilities 
Support.  Information in the file includes: 

 Title report
 Appraisal
 Plat
 Legal description of acquired property
 Copy of the recorded deed
 Percolation test, if necessary

The Design Construction Branch then uses the plat, legal description, and 
any  other  pertinent  information  to  design  the  approved  budgeted 
project. 

After completion of a project, the Design Construction Branch stores all 
pertinent information in the Archibus inventory program. 
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MANAGEMENT OF 
INVENTORY (CONT.)  Photographs of all  sides of  the project shall be  taken and placed  in  the 

project file. 

The Division of  Facilities  Support and  the district offices  shall  report  to 
the Executive Director of  the Office of Support Services any changes  to 
any lots or buildings owned by the Transportation Cabinet. 

All  changes  to  any  Transportation  Cabinet‐owned  lot  or  building  shall 
comply with the specifications as outlined in this policy manual. 


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

FACILITY ADMINISTRATION 

Subject 

Facilities Insurance 

FIRE & TORNADO 
INSURANCE  The Design Construction Branch of the Division of Facilities Support shall 

acquire mandatory insurance coverage on the following properties of the 
Transportation Cabinet under the Fire and Tornado Fund as required by 
the  Kentucky  Revised  Statutes.    The  Kentucky  Office  of  Insurance 
annually appraises these properties for insurance purposes: 

 Transportation Engineer (TE) Supervisors’ offices
 Administration buildings
 State‐owned  buildings  such  as  warehouses,  district  garages,  and

maintenance garages
 Storage plants
 State‐owned buildings on rights of way
 Radio towers, tower buildings, equipment in the tower buildings, and

equipment with the towers

INSURANCE 
REGISTER  The branch maintains an  insurance  register on  coverage  carried by  the 

Cabinet.  The register includes such pertinent information as: 

 Names of Company and Agency
 Policy Number
 Term of Policy
 Premium
 Description of Coverage

REPORTING DAMAGE 
BY ANY CAUSE  For any cause  that damages  insured property belonging  to  the Cabinet, 

the  chief district engineer, division director, or  the person  in  charge of 
the damaged property: 

1. Takes the necessary steps to protect lives and property
2. Notifies the Executive Director of the Office of Support Services
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REPORTING DAMAGE 
BY FIRE OR WIND  Upon  receipt  of  the  report  of  property  damage  from  the  division  or  

district, the Design Construction Branch prepares the  Insurance Notice of 
Loss of Property or Property Damage (Exhibit 9090) and submits  it to the 
Kentucky Office of Insurance if the damage was caused by fire or wind. 

Note:  The Design Construction Branch shall notify the Kentucky Office of 
Insurance  immediately by telephone for cases  involving suspected arson 
or losses exceeding $1,000. 

INVESTIGATING 
CLAIMS  Upon  receipt  of  the  Insurance  Notice  of  Loss,  the  Kentucky  Office  of 

Insurance  investigates  the  claim.    Any  negotiations  regarding  the 
settlement of the claim are handled between that agency and the Design 
Construction Branch. 

DISTRIBUTING 
PROOF OF LOSS  After  completing  the  investigation,  the  Kentucky  Office  of  Insurance 

prepares six copies of the approved proof of  loss (photographs, reports, 
etc.) and distributes them as follows: 

 All  copies  are  submitted  for  approval  to  the  Design  Construction
Branch,  which  forwards  the  approved  copies  to  the  Finance  and
Administration Cabinet.

 The  Finance  and Administration Cabinet processes  all  copies of  the
branch‐approved  documents  and  returns  one  copy  to  the  Design
Construction Branch.

DAMAGE BY CAUSES 
OTHER THAN FIRE 
OR WIND  For damage not caused by  fire or wind, the Design Construction Branch 

determines whether  the party  responsible  for  the  loss  shall pay  for  the 
damage.  If so, the branch forwards the file to the Office of Legal Services 
for collection or  litigation.   Upon receipt of the cost‐of‐repair statement 
from  the  Office  of  Legal  Services,  the  Design  Construction  Branch 
withdraws the file from active status and holds  it  in  inactive status for a 
period of one year, after which the file shall be closed. 


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FACILITY ADMINISTRATION 

Subject 

Leasing Real Property 

COORDINATING 
LEASE REQUESTS  When a need  to  lease  real property exists,  the prospective  lessee  shall 

submit  a  request,  in writing,  to  the Design  Construction  Branch  of  the 
Division of Facilities Support. 

The  branch  shall  coordinate  lease  requests  with  the  Finance  and 
Administration Cabinet (FAC). 

With assistance from the prospective lessee, the branch shall periodically 
review the property‐leasing needs for the Transportation Cabinet (KYTC) 
and  shall  recommend  the  initiation  of  new  leases  or  the  renewal  (or 
termination) of existing leases to FAC. 

The Secretary of FAC has the final authority for the approval of all KYTC 
leases for real property. 

LEASING REAL PROPERTY 
FOR CABINET USE  The procedure for leasing real property is as follows: 

1. The  prospective  lessee  shall  complete  the  SR‐4  form,  Office  Space 
Lease Agreement Request  (Exhibit 9091), and submit  it, along with a 
cover memorandum citing  the  justification  for and  the  intended use 
of the proposed lease property, to the Executive Director of the Office 
of   Support   Services,   at   least   120   calendar   days   preceding   the 
necessity of the space.

2. The Design Construction Branch  shall  review  the  request and, upon
approval, submit a recommendation, along with the SR‐4 form, to the
Executive  Director  of  the  Office  of  Support  Services  and  to  the
Secretary of the Transportation Cabinet.

3. Upon  approval  by  the  executive  director  and  the  Secretary,  the
Design Construction Branch shall  then submit  the SR‐4  form  to FAC,
which shall review the request to determine whether available state‐
owned space already exists.
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LEASING REAL PROPERTY 
FOR CABINET USE (CONT.) 

4. If  suitable  space  does  not  exist  in  a  state‐owned  or  ‐occupied
building,  FAC  shall  place  an  advertisement  in  a  newspaper  having
general circulation  in  the applicable county, soliciting sealed written
proposals  for  the  negotiations  of  a  lease  of  space  meeting  the
requirements of KYTC.

5. After  opening  all  proposals,  FAC  shall  notify  each  person  who
submitted  a  proposal  that  the  property  is  to  be  inspected  for
suitability and conformity to the advertised specifications.  The owner
shall  provide  access  to  the  property  at  an  appointed  time  during
normal business hours.

6. The inspection team shall include representatives from both FAC and
KYTC.   The  team shall  inspect each property and submit a  report  to
FAC.    Together,  FAC  and  KYTC  shall  determine  the  proposal  best
fulfilling the Commonwealth’s needs.

7. When making the determination, FAC and KYTC shall consider factors
including but not limited to:

 Property location and public accessibility
 Condition and state of repair
 Conformity  with  the  requirements  of  occupational  health  and

safety regulations
 Regulations of the state fire marshal
 Health and sanitation regulations
 Americans with Disabilities Act requirements
 Proposed rental rates
 Conformity to the advertised requirements

8. At its discretion, FAC selects the proposal most closely conforming to
the  requirements of  the advertisement and meeting applicable  fire,
health, safety, and sanitation code requirements and the KYTC needs.
FAC  shall  notify,  in writing,  all  persons  submitting  proposals  of  its
action of awarding the lease.

9. After  selecting  the  property,  FAC  shall  complete  the  B‐217‐5  form, 
Office  Space  Lease  Agreement  (Exhibit  9092),  and  submit  it  to  the 
Executive Director of the Office of Support Services for signature, who 
shall then forward the signed agreement to FAC for final processing.

10. Upon execution of the agreement, FAC shall submit one copy to the
Design Construction Branch of the Division of Facilities Support.

11. The lessee using the space shall be responsible for lease payments.
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LEASE RENEWAL  The procedure for renewing a lease is as follows: 

1. Each  year  the  Design  Construction  Branch  shall  request  that  every
lessee with a lease that expires June 30 of that year review the need
for the lease and advise the branch whether the space will be needed
for the next fiscal year.

2. Upon receiving the branch’s recommendations, FAC shall contact the
lessors  of  the  properties  that  KYTC  needs  to  renew.    If  the  lessors
agree to enter into other lease agreements with the same terms and
conditions  as  the  existing  agreements,  FAC  shall  process  the
agreements.  As before, the payments for the leased properties shall
remain the responsibility of the lessees using the properties.

3. If a lessor does not agree to enter into another lease agreement with
the  same  terms and conditions as  the existing agreement, FAC may
advertise the property to be leased.

4. The Design Construction Branch shall submit a written request to FAC
that a particular lease be canceled.  Upon receiving this request, FAC
shall  issue a  letter of cancellation  to  the  lessor 30 days prior  to  the
effective date of cancellation.

5. FAC  shall  prepare  the  B‐217‐6  form,  Lease  Modification  Agreement 
(Exhibit 9093), and submit it to the Executive Director of the Office of 
Support   Services   for   signature,   who   shall   forward   the   signed 
agreement to FAC for final processing.

6. Upon execution of the modification, FAC shall submit one copy of the
agreement  to  the  Design  Construction  Branch  of  the  Division  of
Facilities Support.

LEASE EXTENSION  The procedure for extending a lease is as follows: 

1. When the Transportation Cabinet needs to extend a lease for another
year,  the  Design  Construction  Branch  shall  prepare  an  award  of
contract in the eMARS program and forward it to FAC for approval.

2. Upon  its approval of  the contract, FAC shall submit one copy  to  the
Design Construction Branch, which, in turn, shall submit a copy to the
lessee.
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EMERGENCY LEASES  A bona fide emergency requiring purchase of newspaper advertisements 
for  leased  space  exists  only when  the  Secretary  of  the  Transportation 
Cabinet  certifies  in  writing  to  the  Secretary  of  the  Finance  and 
Administration Cabinet that one of the following conditions exists: 

 A fire, windstorm, or other cause has damaged or destroyed Cabinet‐
leased premises.

 Conditions of the leased premises violate regulations of the Kentucky
Occupational  Safety  and  Health  Commission,  and  such  violations
cannot be remedied within 30 days after the issuance of a citation to
the lessor of the premises.

 The leased premises are deemed unsafe or unfit for occupancy due to
any conditions constituting a violation or  infraction of  fire or health
laws  and  regulations  and  cannot be made  safe within  a  reasonable
time.

 The  necessity  of  leased  premises  arises  from  the  enactment  or
adoption of  federal  legislation or  state  legislation, and  the effective
date  mandates  compliance  before  the  space  can  be  acquired  by
advertisement.

 The  agency’s  functions will be  impaired or have  to be discontinued
unless other quarters are  immediately  located and occupied by  the
agency.

Upon receipt of certification, FAC shall take such action as appropriate to 
locate and negotiate for the lease of suitable replacement quarters.  The 
lease  by  the  Commonwealth  of  any  real  property  under  conditions 
deemed  by  the  Secretary  of  the  Transportation  Cabinet  to  be  of  an 
emergency nature  is  to be undertaken only with  the expressed written 
approval of the Governor. 

After selecting  the  lease property, FAC shall submit  the B217‐5  form  to 
the  Design  Construction  Branch  of  the  Division  of  Facilities  Support, 
which shall return the agreement to FAC for final processing. 


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

FACILITY ADMINISTRATION 

Subject 
 

Lot Acquisition 

 

EVALUATING 
CABINET NEEDS The Division of Facilities Support and each district office shall determine 

maintenance lot requirements that include approximate acreage, 
location, and utilities. 

 
PROPERTY PROPOSALS The Finance and Administration Cabinet’s Division of Real Properties shall 

prepare newspaper advertisements listing the minimum requirements for 
the purpose of obtaining proposals.  The division and the district office 
shall review all proposals received and conduct a joint inspection of those 
proposals meeting the minimum requirements. 

 
ACQUISITION OF REAL 
PROPERTY The procedure for acquiring real property is as follows: 
 

1. The Division of Facilities Support and the district office shall prepare a 
joint recommendation of the selected property to the State Highway 
Engineer for approval. 
   

2. The Division of Facilities Support shall request the Finance and 
Administration Cabinet to conduct a survey of the selected property.  

  
3. The Division of Facilities Support shall submit the survey to the 

Division of Right of Way and Utilities and request an appraisal of the 
property. 

 
4. The Division of Right of Way and Utilities shall obtain an Option to 

Purchase Agreement and submit it to the State Highway Engineer for 
approval. 

   
5. The Division of Right of Way and Utilities shall prepare an Official 

Order for the Secretary’s approval.   
 

6. The Office of Legal Services shall prepare the deed. 
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ACQUISITION OF REAL 
PROPERTY (CONT.) 

7. The Division of Facilities Support shall obtain the deed and the check 
and submit them to the Division of Right of Way and Utilities for 
closing and deed recording. 

 
8. The Division of Right of Way and Utilities shall return the original 

deed to the Division of Facilities Support for placement in the 
permanent project file. 

 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

FACILITY ADMINISTRATION 

Subject 
 

New Cabinet Facilities Construction 

 

DESIGN 
ASSIGNMENT LIST At the beginning of each fiscal year, the Design Construction Branch 

prepares an annual schedule of projects.  The branch aligns the list of 
projects in the order the Executive Director of the Office of Support 
Services has approved.  Moreover, any changes in the order of priority 
require the executive director’s approval.  Factors establishing priority 
are: 

 
 Determination of district needs through a work order or a direct 

request from the executive director 
 Facility assessment criteria 
 Placement of projects with respect to tolerable letting timetable 
 Construction of projects with regard to construction season 
 DECA (Finance & Administration Cabinet’s Division of Engineering & 

Contract Administration)/Lynn Imaging/Ecomm (User Agency Only) 
 
NEW BUILDING 
DESIGN, ADDITION, 
& RENOVATION 
PROCEDURES A study of chief district engineer requests evaluates any of the following: 
 

 Funding source availability 
 

Note:  The Division of Facilities Support shall delegate and instruct the 
usage of capital project funding for district office and Central Office 
projects.  If a project in the Central Office or a district office requires 
appropriation of capital project funds, the Division of Facilities 
Support shall decide the correct fund to use and delegate the proper 
amount. 

 

 Requested size 
 Crew size and function 
 Existing facilities 
 Lot study to determine the following: 
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NEW BUILDING 
DESIGN, ADDITION, 
& RENOVATION 
PROCEDURES (CONT.) 

♦ Location 
♦ Existing facilities, if any, on the lot 
♦ Location of necessary utilities, including electric, water, gas, and 

sewer 
♦ Accessibility to public roads, particularly to entrance location with 

respect to safety 
♦ Probable building site by requesting the district office and Division 

of Facilities Support to make a contour survey 
 
START-UP Upon completion of a project approved in the budget or authorized by 

the Secretary of the Transportation Cabinet, the contractor or 
manufacturer’s representative performs a start-up of all equipment prior 
to occupancy.  Personnel from the district or division, along with 
personnel from the Design Construction Branch, view the start-up. 

 
At the time of the start-up, all pertinent drawings and information 
relating to the equipment shall be submitted to the Design Construction 
Branch representatives.  Equipment includes, but is not limited to: 

 
 Rail Hoist 
 Heating System 
 Cooling System 
 Sewage Treatment 

 
After completing the evaluation, the Design Construction Branch shall: 

 
1. Prepare a preliminary site plan locating all existing and proposed 

improvements 
 

2. Prepare a floor plan to correspond to desired building layout 
 

3. Complete plans with necessary details, mechanical and electrical 
sheets, and elevation 

 
4. Submit plans and specifications for approval to the Department of 

Housing, Buildings, and Construction of the Public Protection Cabinet; 
and the Department of Natural Resources and the Division of Water 
of the Energy and Environment Cabinet 

 
5. Prepare a cost estimate and verify budgeted funds 

 
6. Request approval of a letting date 
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BUILDING 
CONSTRUCTION 
PROGRAM The Design Construction Branch shall prepare the annual capital 

construction budget for the Division of Facilities Support.  The budget 
shall include a priority listing of the building construction program of the 
Transportation Cabinet.  The State Highway Engineer shall submit a 
priority listing of district needs to the Division of Facilities Support prior 
to the biennial budget deadline.  If it does not receive information from 
the State Highway Engineer, the Division of Facilities Support shall 
include its own recommendations for the coming year for the district 
offices that do not report. 

 
Approval of the capital construction budget constitutes approval of the 
projects necessary to carry out the program.  Projects not included in the 
biennial budget are not initiated except as authorized by the Secretary. 

 
Regarding the buildings, the Design Construction Branch shall: 

 
 Assign building numbers 

 
 Participate in RFP DECA selection 

 
 Design and construct rigid-frame metal buildings 

 
 Design major buildings such as maintenance garages, storage sheds, 

and salt structures or additions thereto 
 

Note:  The division shall hire, through the Finance and Administration 
Cabinet, design consultants for major buildings, such as district office 
buildings or buildings that require the seal of an architect. 

 
 Develop programmatic needs for major buildings 

 
 Provide contract administration for the construction phase of projects 

 
 Render assistance, upon request, in supervising other matters relating 

to the construction of rest-area buildings 
 

 Provide the Division of Facilities Support, upon completion of a 
project, all data, including building information, necessary to update 
the property inventory in ArchiBus 

 
 Furnish the Division of Facilities Support, upon completion of a 

project, all data necessary to assure full coverage of the completed 
facility from DECA archive to KYTC 
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MAJOR CONSTRUCTION 
OR RECONSTRUCTION 
OF BUILDINGS Upon Cabinet approval of the major construction or reconstruction of 

buildings, the branch manager of the Design Construction Branch and the 
construction superintendent shall: 

 
 Hold a preconstruction meeting prior to commencement of 

construction 
 

 Hold monthly (or bimonthly) progress meetings to evaluate progress 
of construction compliance with the construction schedule 

 
 Approve monthly payment applications 

 
Note:  DECA approves all invoices to be paid. 

 
 Conduct final inspection prior to final payment of the contract 

 
Note:  During the substantial and final inspection. 

 
The construction superintendent shall also: 

 
 Make daily or weekly visits to the job site to determine compliance 

with contract documents (DECA/Ecomm/user agency reports) 
 

 Sample and test reinforcing steel 
 

 Submit samples to the Division of Materials for testing 
 

 Maintain a progress file containing plans, specifications, shop 
drawings, test results, and correspondence relating to the project 

 
 Initiate contract modifications (RFIs and change orders) 

 
The Finance and Administration Cabinet shall: 

 
 Advertise and let bids for construction 

 
 Administers the contract through Ecomm 

 
 Supervise construction (on large projects where architectural 

engineering services were obtained through the Finance and 
Administration Cabinet) 

 
 Initiate advice of change 

 
 Prepare monthly estimates, if contract allows partial payments 
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ADMINISTERING 
A CONTRACT As may be necessary to complete a project, the Design Construction 

Branch shall: 
 

 Issue instructions 
 

 Approve shop drawings 
 

 Check insurance certificates 
 

 Determine compliance with prevailing wage requirements 
 

 Approve payments 
 
CONTRACT 
MODIFICATION The Design Construction Branch shall write to the Finance and 

Administration Cabinet a letter requesting contract modification for 
necessary changes in technical specifications. 

 
Note:  Highway districts or Cabinet divisions shall not authorize any 
construction or change; such authorization is the responsibility of the 
Design Construction Branch with DECA. 

 
PARTIAL 
PAYMENTS The Design Construction Branch is responsible for administering and 

approving partial payments if, upon award of contract, the contractor 
meets the following conditions: 

 
 Completes and submits the pay application to the Division of 

Accounts 
 

 Completes and has notarized the pay application and returns it to the 
Design Construction Branch prior to the release of final payment 

 

Note:  The Design Construction Branch shall receive all required payroll 
forms, approvals, certifications, and closeout documents prior to the 
release of final payment. 

 
INSPECTING 
CONSTRUCTION The Design Construction Branch shall inspect all phases of construction.  

Upon request, the district shall assist the branch in the inspection of 
construction and furnish inspectors as necessary.  After final inspection 
and acceptance of the completed building, the Executive Director of the 
Office of Support Services shall provide written notification to the 
prospective occupants as to when building occupation may occur. 
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INSPECTING 
CONSTRUCTION 
(CONT.) No building shall be occupied or utilized by any district, division, 

department, or office until the facility has been inspected and approved 
by: 

 
 Housing and Building Code 

 
 State Fire Marshal 

 
 Plumbing inspector 

 
 Electrical inspector 

 
 Any housing, building, construction inspectors responsible for such 

inspections 
 
 

 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Section 
 

SUPPLIES 

Subject 
 

Procuring & Requesting Printing & 
Engraving Supplies 

 

RESPONSIBILITY Kentucky Design and Print Services (KDPS) is responsible for procuring, 
stocking, and issuing many of the Cabinet’s office, printing, and engraving 
supplies.   

 
PROCURING SUPPLIES KDPS shall obtain supplies at the lowest possible prices due to central 

volume purchasing.  They shall stock the following items: 
 

 Copy Paper (limited to 5 boxes per request) 
 Printer Paper  
 Envelopes 
 Letterhead (on limited basis) 

 
REQUESTING SUPPLIES The procedure for requesting printing, engraving, or office supplies under 

the purview of KDPS is as follows: 
 

1. The requesting office shall submit a completed Kentucky Design & 
Print Services Request form (Exhibit 9072), to KDPS.  Agencies may 
submit requisitions via email to Print@ky.gov. 

 
Note:  GAP-1006 details print request information. 

 
2. Upon receipt of the completed requisition, KDPS shall: 

 
a. Fill the order 
b. Deliver the shipment if to a local agency 

 
Note:  Districts may pick up their supplies or have them delivered via a 
Division of Equipment transport truck.  Districts that choose to pick up 
supplies shall be responsible for the safe delivery to their destinations.  
Supplies shall not be transported in open vehicles unless necessary and 
shall not be released during inclement weather. 

 

 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Section 

SUPPLIES 

Subject 

General Procurement Procedures for 
Office Supplies 

POLICY  Generally,  to procure office  supplies,  requesting offices  shall  follow  the 
procedures detailed in the: 

 Accounts Guidance Manual

 KYTC Procurement Card User Guide

 Purchases Guidance Manual


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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

OFFICE SUPPLIES & EQUIPMENT 

Subject 

Requesting Office, Engineering, 
Laboratory, & Photographic Equipment 

PROCEDURE FOR 
REQUESTING 
EQUIPMENT  Equipment  (office,  engineering,  laboratory,  or  photographic)  eligible  for  

federal participation shall be interaccounted to the proper program.   This 
information  shall  be  entered  on  the  TC  77‐10  form,  Requisition  (Exhibit 
9094). 

A separate TC 77‐10 form shall be submitted for any of the following: 
‘ 

 Office furniture
 Office equipment
 Engineering equipment
 Laboratory equipment
 Photographic equipment

Requests  for  furniture  of  different  categories  shall  be  submitted  on 
separate TC 77‐10 forms. 

Requests for special‐purpose equipment shall include: 

 Complete specifications
 Preferred brand name
 Model number
 Recommended vendor name  (including address,  telephone number,

and, if possible, representative name)
 TC  73‐102  form,  Agency  Request  for  Quotation  (Exhibit  9095)  from

vendors

The procedure for requesting new equipment is as follows: 

1. The  requesting office shall complete and submit  the TC 77‐10  form,
along with a  letter of  justification,  to  the Director of  the Division of
Facilities Support.  Agencies may submit requisitions via email.

2. The director, or designee,  shall  review  the  requisition  to determine
whether  it  conforms  to  established  policy  and  whether  funds  are
available.
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PROCEDURE FOR 
REQUESTING NEW 
EQUIPMENT (CONT.) 

3. Upon approval of  the  request,  the division  shall prepare  the proper
purchase  documents  in  accordance  with  established  purchasing
policy.

4. Processing  of  all  requisitions  for  items  costing  $500  or  more  is
contingent upon approval by the office/department/division head, or
designee.

5. The  division  shall  assign  an  inventory  number  to  new  equipment 
costing  $500  or  more  and  complete  the  TC  77‐6  form,  New  Office, 
Engineering, & Laboratory Equipment Assignment (Exhibit 9096).


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

OFFICE SUPPLIES & EQUIPMENT 

Subject 
 

Tracking Fixed Assets 

 
FIXED ASSETS Central Office—Assets appraised at or costing $500 or more with a useful 

life exceeding one year is a fixed asset and is assigned an inventory 
number.  An item properly assigned to an employee becomes that 
employee’s responsibility.  If equipment is lost, stolen, or damaged due 
to employee carelessness, neglect, or intentional abuse, the employee 
may be held financially accountable. 

 
Each fiscal year, the Division of Facilities Support conducts a physical 
inventory of equipment in the Central Office and district offices as 
detailed in GAP-1101. 

 
District Offices—All fixed assets in the district offices shall be assigned to 
the chief district engineer, or designee. 

 
FORMS The KYTC Forms Library offers equipment disposition forms at: 
 

https://intranet.kytc.ky.gov/apps/forms/pages/home.aspx 
 
ASSIGNING NEW 
FIXED ASSETS When the Division of Facilities Support receives an item, a TC 77-6 form, 

New Office, Engineering, & Laboratory Equipment Assignment (Exhibit 
9096), is completed and submitted to the Inventory and Supply Section 
supervisor for acceptance.  The section shall enter the TC 77-6 form 
information into the Archibus Fixed Asset Inventory.  A copy of the TC 77-
6 form shall accompany the item when delivered, for the district or 
division’s record. 

 
For items not purchased through the Division of Facilities Support, 
regardless of how the fixed assets are purchased or delivered, the 
requestor shall submit copies of all related purchase documents and 
information to the Division of Facilities Support.  This information shall 
include requisitions, purchase orders, and packing slips, along with model 
numbers and serial numbers for the items. 

 

https://intranet.kytc.ky.gov/apps/forms/pages/home.aspx
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ASSIGNING NEW 
FIXED ASSETS (CONT.) New Fixed Asset Assignment Flowchart 

 
 

TRANSFERRING 
FIXED ASSETS To transfer an item from one organizational unit to another within the 

Cabinet, the transferor shall complete the TC 77-3 form, Equipment 
Transfers (Exhibit 9097), and submit it to the Inventory and Supply 
Section to update the Archibus Fixed Asset Inventory.  The TC 77-3 shall 
include the state inventory identification number, model number, and 
serial number for the item.  A copy of the form shall also accompany the 
item being transferred to the other organizational unit for its record. 

 

Fixed Asset Transfer Flowchart 

 

 

New Fixed 
Asset 

Item cost is 
$500 or 
greater? 

NO 

No further 
actions needed. 

YES 

Send order documents 
along with model & 

serial # to Division of 
Facilities Support. 

Ordered by 
Facilities 
Support? 

YES 

NO 

Arrange for item 
pickup at 

Inventory & Supply 
Section 

warehouse. 

Inventory & Supply 
Section adds item to 
Archibus Fixed Asset 

Inventory. 

 

Transfer of 
Fixed Asset 

Item Cost is 
$500 or 
greater? 

NO 

No further actions 
needed. 

YES 

Ship item and copy of the 
completed TC 77-3 form 

to new location. 

Complete the TC 77-3 
form with appropriate 

signatures. 

Send completed TC 77-3 
form to Inventory & 

Supply Section. 

Inventory & Supply Section 
updates item in Archibus 

Fixed Asset Inventory. 
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FIXED ASSET REPAIRED 
OR REPLACED UNDER 
WARRANTY For items being repaired or replaced under warranty, the Central Office 

or district office shall complete the TC 77-3 form, Equipment Transfers, 
and submit it and all related documents to the Division of Facilities 
Support.  This information includes requisitions, purchase orders, and 
packing slips, along with the state inventory identification number, model 
number, and serial number for the item.  The Inventory and Supply 
Section shall update the Archibus Fixed Asset Inventory. 

 
REMOVING ITEMS 
FROM INVENTORY Central Office—To remove (or dispose of) fixed assets from inventory: 
 

1. Central Office organizational units shall complete the TC 77-3 form, 
Equipment Transfers, and send it to the Division of Facilities Support. 

 
2. Central Office organizational units shall contact the Inventory and 

Supply Section of the Division of Facilities Support to arrange for 
pickup of disposal items. 

 
3. After receiving the completed TC 77-3 form and obtaining the items 

for disposal, the Division of Facilities Support shall complete the 
online surplus form and deliver the surplus items to the Finance and 
Administration Cabinet’s (FAC) Division of Surplus Property. 

 
4. The Inventory and Supply Section shall update the Archibus Fixed 

Asset Inventory. 
 

Central Office Surplus Flowchart 
 

 

 
 
 
 
 
 
 

 

Dispositioning 
Fixed Assets to 

Surplus 

Complete TC 77-3 form, 
including appropriate 

signatures. 

Contact Division of 
Facilities Support’s 
Inventory & Supply 
Section to pick up 
fixed assets and 

completed TC 77-3. 
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REMOVING ITEMS FROM 
INVENTORY (CONT.) 

District Office—To remove (or dispose of) fixed assets from inventory: 
 

1. The district office shall complete the TC 77-1 form, State-Owned 
Personal Property Declared Surplus (Exhibit 9076), and submit it to 
the Division of Facilities Support. 

 
 

2. The Division of Facilities Support shall determine the disposition of 
each item on the TC 77-1 and reply to the originator with instructions 
for disposal of each item.  

 
3. The Inventory and Supply Section shall update the Archibus Fixed 

Asset Inventory 
 
To dispose of an item, the district office shall follow the instructions 
shown in the table below.  Final disposition of surplus items depends on 
the item and its condition. 

 
Disposition Instructions 

 
 

Item Disposition District Action 
Solid Waste Dispose of item locally. 
Division of Facilities Support 
Warehouse Stock 

Send completed TC 77-3 form 
and item to Division of 
Facilities Support’s Inventory 
and Supply Section 
warehouse. 

FAC Division of Surplus 
Property 

District office completes the 
FAC’s online surplus form and 
delivers the item to the FAC’s 
Division of Surplus Property 
per their instructions. 
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District Office Surplus Flowchart 

 
 

REPORTING LOST OR 
STOLEN FIXED ASSET The procedure for reporting lost or stolen fixed assets is as follows: 
 

1. When a fixed asset is presumed lost, the employee who was using the 
fixed asset shall notify in writing the division director, district 
administrative coordinator, or the operations manager, explaining the 
complete details of the circumstances surrounding the loss.  The 
person receiving the notification shall forward written documentation 
of the loss to the Division of Facilities Support. 

 

2. If a fixed asset is presumed stolen, the person responsible for the 
fixed asset shall file a police report.  The division director, district 
administrative coordinator, or the operations manager shall forward 
all documentation surrounding the loss to the Division of Facilities 
Support.  If the fixed asset was stolen, a copy of the investigation 
report shall accompany the memorandum requesting removal from 
inventory. 

 

3. Upon approval, the Inventory and Supply Section shall update the 
Archibus Fixed Asset Inventory. 

 

 

 
Dispositioning 
Fixed Assets to 

Surplus 

Complete TC 77-1 form, 
including appropriate 

signatures. 

Mail original completed 
TC 77-1 form to 

Division of Facilities 
Support’s Inventory & 

Supply Section. 

Wait for reply from 
Inventory & Supply Section 
for disposition instructions. 

Disposition 
Instruction 

Solid Waste 
Dispose of item 

locally. 

Warehouse Stock 

Complete TC 77-3 form and 
send along with item to 

Inventory & Supply Section 
warehouse. 

Finance Division of 
Surplus Property 

District office 
enters item 
into online 

Surplus 
System. 

Wait for reply from 
Finance Division of 
Surplus Property for 
item’s delivery date. 

Deliver item to 
Finance Division 

of Surplus 
Property. 
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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

OFFICE SUPPLIES & EQUIPMENT 

Subject 
 

Repairing Office, Engineering, Laboratory, 
& Photographic Equipment 

 

MAINTENANCE 
AGREEMENTS The Facilities Administration Branch within the Division of Facilities 

Support has the responsibility for the maintenance and repair of office, 
engineering, laboratory, and photographic equipment. 

 
The Director of the Division of Facilities Support, or designee, shall 
establish maintenance agreements for selected office machines when a 
company has adequate statewide service facilities and when the 
Transportation Cabinet has a sufficient number of machines to justify the 
expenditures for the agreement. 

 
The director, or designee, has the authority to grant approval for the 
repair of all equipment not covered by an established maintenance 
agreement.  Approval is based on the age and condition of the 
equipment and the cost of repair. 

 
Slow or inefficient service by a vendor holding a maintenance agreement 
shall be brought to the director’s attention. 

 
REPAIRING 
EQUIPMENT The procedure for repairing Central Office and district office equipment is 

as follows: 
 

1. A user shall notify the Facilities Administration Branch by telephone 
or email of any equipment repair needed. 

 
2. If the equipment is under a maintenance agreement, the branch shall 

provide the local agent’s information so that the user can arrange for 
repairs. 

 
3. If the equipment is not under a maintenance agreement, the branch 

shall issue an authorization number for repair on a per-call basis 
through a local vendor. 
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REPAIRING 
EQUIPMENT (CONT.) 

4. The branch shall not provide a DO/PO for a repair unless the operator 
furnishes the branch with a description of the repair requested, along 
with the equipment’s: 

 
 State Item Number 
 Type 
 Brand 
 Vendor Name 

 
Note:  If the vendor’s estimated repair is more than $5,000, the 
requestor shall obtain a cost estimate of the repair and forward it to 
the Facilities Administration Branch for approval before allowing the 
vendor to proceed with the repair. 

 
5. Invoices for repair of all office, engineering, laboratory, and 

photographic equipment located in the Central Office shall be 
forwarded to the Facilities Administration Branch for payment.  All 
repair invoices shall have DO/PO document numbers assigned prior 
to the repair of the equipment and shall be signed by the operators of 
the equipment. 

 
 

 
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GENERAL ADMINISTRATION &

PERSONNEL

Chapter 

OFFICE SUPPLIES & EQUIPMENT 

Subject 

Requesting Copy Equipment 

REQUEST 
REQUIREMENTS  Kentucky  Design  &  Print  Services  shall  receive  all  requests  for  copy 

equipment.  Each request shall provide the following information: 

 Number and type of needed copies

 Special features required of the copy equipment

 Justification or reason for the copy equipment

 Other information pertinent to the request

KENTUCKY DESIGN 
& PRINT SERVICES 
RESPONSIBILITIES  The division has the responsibility and authority to: 

 Send  recommendation  to  the  Commonwealth Office  of  Technology
for approval of all requests for copy equipment

 Review correspondence related to copy equipment

 Write all contracts and agreements with suppliers of copy equipment

 Coordinate the placement and location of copy equipment

 Coordinate any additions or  reductions  in  the  total number of  copy
machines


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GENERAL ADMINISTRATION & 

PERSONNEL 

Chapter 
 

EXHIBITS 

Subject 
 

TABLE OF EXHIBITS 
 

 
EXHIBIT   MANUAL 
NUMBER EXHIBIT TITLE & FORM NUMBER REFERENCE 
 

9033 Advanced Leadership Academy Application, TC 12-208 .................................... 503 
 

9095 Agency Request for Quotation, TC 73-102 ....................................................... 1302 
 

9037 Annual Employee Performance Evaluation ........................................................ 605 
 

9016 Annual Leave Sharing Application ................................................................... 402-2 
 

9017 Annual Leave Sharing Donation ....................................................................... 402-2 
 

9041 Appeal Form ........................................................................................................ 608 
 

9026 Application & Designation for Family & Medical Leave, TC 12-239 ................... 409 
 

9003 Application for Compensatory Time or Overtime, TC 12-240 .............. 206-1, 206-2 
 

9015 Application for Leave, TC 12-1 ............................................................................ 401 
 

9019 Application for Sick Leave Sharing ................................................................... 403-2 
 

9009 Attachment E – Accumulated Leave for Workers’ Compensation, WCF-2 ..... 303-1 
 

9080 Authorization to Transport Non-State Employee Passengers in a  
 Commonwealth-owned Vehicle .................................................................... 1104-2 
 

9048 Bridging Opportunities Training Program – Expectation & 
 Participation Acknowledgment, TC 18-22 .......................................................... 511 
 

9043 Bridging Opportunities Training Program Application – College 
 Program, TC 18-15 .............................................................................................. 511 
 

9028 Certification by Healthcare Provider for Serious Health Condition of 
 Employee, TC 12-246 .......................................................................................... 409 
 

9029 Certification by Healthcare Provider for Serious Health Condition of 
 Family Member, TC 12-247 ................................................................................. 409 
 



EXHIBITS 

Table of Exhibits GAP-9000 
 

 

06/25  Page 2 of 5 

EXHIBIT   MANUAL 
NUMBER EXHIBIT TITLE & FORM NUMBER REFERENCE 
 

9025 Certification for Serious Injury or Illness of Covered Servicemember 
 for Military Family Leave, TC 12-248 .................................................................. 409 
 

9024 Certification of Qualifying Exigency for Military Family Leave, 
 TC 12-249 ............................................................................................................ 409 
 

 
 

9052 COT Internet & Electronic Mail Acceptable Use Policy, CIO-060................ 807, 901 
 

9053 COT Social Media Policy, CIO-061 ............................................................... 807, 901 
 

9002 Daily Attendance & Project Report, TC 12-261 .......................................... 206, 401 
 

9078 Direct Transfer of Surplus State Property to Non-State Agencies, 
 B-217-42A ......................................................................................................... 1102 
 

9030 Docking Pay for Tardiness Table ........................................................... 206-1, 206-2 
 

9057 EEO Complaint, TC 18-6 ...................................................................................... 902 
 

9036 Employee Acknowledgment Form – Employee Performance 
 Evaluation System ............................................................................................... 604 
 

9054 Employee & Agent Privacy & Security of Confidential or 
 Sensitive Information Agreement, TC 12-263 .................................................... 807 
 

9027 Employee Authorization for Disclosure of Protected Health 
 Information to Employer, TC 12-251 .................................................................. 409 
 

9085 Employee Building Security Access, TC 77-31................................................... 1201 
 

9098 Employee Performance Self-Evaluation, TC 12-274 ........................................... 606 
 

9079 Employee Use of Permanently Assigned Vehicles, TC 12-258....................... 1104-2 
 

9097 Equipment Transfers—Office, Engineering, & Laboratory, TC 77-3 ................. 1303 
 

9032 External Training Request, TC 12-242 ................................................................. 501 
 

9071 Form Design Request, TC 12-222 ...................................................................... 1005 
 

9081 General Policy Acknowledgment, TC 12-262 ................................................. 1104-2 
 

9046 GPS Program Application, TC 12-275 .................................................................. 510 
 

9058 Grievance Form ................................................................................................... 903 
 

9070 Guidance Manual Transmittal .......................................................................... 1004 
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EXHIBIT   MANUAL 
NUMBER EXHIBIT TITLE & FORM NUMBER REFERENCE 
 

 
 

9090 Insurance Notice of Loss of Property or Property Damage .............................. 1208 
 

9031 Internal Training Request, TC 12-243 ................................................................. 501 
 

9072 Kentucky Design & Print Services Request ....................................................... 1006 
 

9093 Lease Modification Agreement, B-217-6 .......................................................... 1209 
 

9082 Letter for Subrecipients of Federal Awards (Example) ..................................... 1105 
 

9006 License Expense Travel Reimbursement Request, TC 31-50 .............................. 507 
 

9034 Medical Examiner’s Certificate (for Commercial Driver Medical 
 Certification), MCSA-5876 .................................................................................. 507 
 

9008 Medical Waiver and Consent, Form 106 ......................................................... 303-1 
 

9022 Military Leave (for Mobilization) Designation Form ........................................... 406 
 

9096 New Office, Engineering, & Laboratory Equipment Assignment,  
 TC 77-6 .................................................................................................... 1302, 1303 
 

9056 Notice of Request for Corrective Action or Major Disciplinary 
 Action, TC 12-228 ................................................................................................ 901 
 

9091 Office Space Lease Agreement Request, SR-4 .................................................. 1209 
 

9092 Office Space Lease Agreement, B-217-5 ........................................................... 1209 
 

9067 Official Memorandum for Policy Manual Approval .......................................... 1004 
 

9069 Official Notification of Policy Changes .............................................................. 1004 
 

9068 Official Order for New Policy Manual ............................................................... 1004 
 

9005 Outside Employment Employee Request & Agency Response .......................... 209 
 

9021 Overtime Compensation, TC 12-72..................................................................... 404 
 

9038 Performance Improvement Plan ........................................................................ 606 
 

9039 Performance Incident Log ................................................................................... 606 
 

9075 Personal Property Commonly Surplussed ........................................................ 1102 
 

9042 Personal Protective Equipment (PPE) Acknowledgment, TC 25-3 ..................... 806 
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EXHIBIT   MANUAL 
NUMBER EXHIBIT TITLE & FORM NUMBER REFERENCE 
 

9001 Personalized Work Schedule Agreement, TC 12-206 .................................. 205,206 
 

9012 Position Description Worksheet ...................................................................... 303-2 
 

9073 Reasonable Suspicion Checklist, TC 12-23 .......................................................... 804 
   

9063 Record Request Form, PRD 160 ........................................................................ 1002 
   

9061 Records Description and Analysis, PRD 320 ..................................................... 1002 
 

9064 Records Destruction Certificate ........................................................................ 1002 
 

9062 Records Request Authorization, L-A&R 140 ..................................................... 1002 
 

9060 Records Transmittal to State Archives Center or State Records 
 Center, PRD 70 .................................................................................................. 1002 
 

9086 Relocation Request, TC 77-9 ............................................................................. 1203 
   

9088 Room Information & Lease Agreement, TC 77-24 ............................................ 1204 
 

 
 
 

9040 Request for Corrective or Major Disciplinary Action, TC 12-227 ................ 607, 901 
 

9023 Request for Personnel Action, TC 12-2 ............................................................... 406 
 

9014 Request for Reasonable Accommodation, TC 12-201 ........................................ 304 
 

9004 Request for Temporary Employment, TC 30-128 ............................................... 208 
 

9059 Request to Inspect Public Records, TC 11-205 ................................................. 1001 
 

9065 Request to Review Personnel File, TC 12-18 .................................................... 1003 
 

9094 Requisition, TC 77-10 ........................................................................... 1301-1, 1302 
 

9066 Review & Approval of Guidance Manual, TC 12-215........................................ 1004 
 

9045 Roadmap Program Application, TC 12-270 ......................................................... 505 
 

9020 Sick Leave Sharing Donation Form................................................................... 403-2 
 

9044 STAR Program Application, TC 12-269 ................................................................ 504 
 

9077 State-Owned Personal Property Declared Surplus, B-217-2 ............................ 1102 
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EXHIBIT   MANUAL 
NUMBER EXHIBIT TITLE & FORM NUMBER REFERENCE 
 

9076 State-Owned Personal Property Declared Surplus, TC 77-1 ................... 1102, 1303 
 

9035 Travel Reimbursement Request, TC 31-21 ................................................. 506, 509 
 

9018 Verification of Illness Memorandum ............................................................... 403-1 
 

9049 Voting and Election Leave Verification Form...................................................... 405 
 

9047 Waiver & Release for Ride-Along in KYTC-Owned Vehicles & 
 Equipment, TC 11-209 ................................................................................... 1104-2 
 

9007 Workers’ Compensation - First Report of Injury or Illness, IA-1 ...................... 303-1 
 

9099 Termination of Employee Telecommuting Agreement, TC 12-287 .................... 212 
 

9100 Leadership Character Program Application, TC 12-288...................................... 512 
 

9101 Leadership Influence Program Application, TC 12-289 ...................................... 513 
 

9010 Telecommuting Safety Checklist, TC 12-284 ...................................................... 212 
 

9011 Telecommuting Agreement, TC 12-283 .............................................................. 212 
 

9013 Local Occupational Tax Withholding Information, TC 12-8 ................................ 212 
 

9074 Truth & Confidentiality Agreement for Equal Employment 
 Opportunity (EEO) Investigations, TC 18-21 ....................................................... 902 
 

9050 Bridging Opportunities Training Program – Intern Self-Assessment, 
 TC 18-27 .............................................................................................................. 511 
 

9051 Bridging Opportunities Training Program – Intern Exit Survey, 
 TC 18-28 .............................................................................................................. 511 
 

9055 Bridging Opportunities Training Program – Work Area Supervisor 
 Intern-Exit Survey, TC 18-29 ............................................................................... 511 
 
 

 
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July 15, 20XX 
 

SUBJECT: Mass Mailings to Subrecipients 
CFR Title 2 Subtitle A Chapter II Part 200 Federal Audit Requirements Applicable to 
Recipients of Federal Funding for Fiscal Year 20XX 

 
Dear Subrecipients: 

 
The Federal Office of Management and Budget (OMB) lends development of government-wide policy 
to assure that grants are managed properly and those Federal dollars are spent in accordance with 
applicable laws and regulations.  CFR Title 2 Subtitle A Chapter II Part 200 was issued and sets forth 
standards for obtaining consistency and uniformity among Federal agencies for the audit of States, 
local governments, and non-profit organizations expending Federal awards.  In accordance with CFR 
Title 2 Subtitle A Chapter II Part 200, all non-federal entities that expend in excess of $750,000 in 
Federal awards shall have a single audit. 

 
As you are aware and as a recipient of federal awards during Fiscal Year 20XX, you must adhere to the 
stipulations of CFR Title 2 Subtitle A Chapter II Part 200. 

 
• If your fiscal year ended June 30, 20XX and you expended more than $750,000 in federal 
funds from all sources, you must submit a copy of your single audit and Data Collection Form 
to the Federal Audit Clearinghouse (FAC), complete with any findings and recommendations, 
within 30 days after completion of the audit or no later than March 31, 20XX, whichever 
comes first. 

 
• If your fiscal year ends September 30, 20XX and you expended more than $750,000 in federal 
funds from all sources, you must submit a copy of your single audit and Data Collection Form, 
complete with any findings and recommendations to the FAC within 30 days after completion 
of the audit or no later than June 30, 20XX, whichever comes first. 

 
• If your fiscal year ends December 31, 20XX and you expended more than $750,000 in federal 
funds from all sources, you must submit a copy of your single audit and Data Collection Form, 
complete with any findings and recommendations to the FAC within 30 days after completion 
of the audit or no later than September 30, 20XX, whichever comes first. 

 
If you expended less than $750,000 in Federal awards during Fiscal Year 20XX, please certify to such 
using the attached form.  You must notify our office of your status by completing and returning the 
attached form. 

 
If the Single Audit contains finding and recommendations, you must develop and implement a 
corrective action plan.  KYTC monitoring of federal fund awards includes the review of the Single 
Audit and if applicable, requests a corrective action plan and the monitoring of corrective action plan 
efforts. 

 
Thank you so much for your cooperation and adherence to these Federal requirements. If you have any 
questions, please contact your Project Manager. 

 
Sincerely, 

 
 

Name 
XXX Branch Manager 
Office of XXXX 
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COMPLETE AND RETURN TO: 
 
 

Audit Manager 
Kentucky Transportation Cabinet 
Office of Audits, Internal Audit Branch 
200 Mero Street Frankfort, KY - 40622 

  
 
 

Entity Name: _________________________________________________ 

Entity Mailing Address: ___________________________________________  

Entity Contact Name: _________________________________________ 

Entity Contact Phone Number: __________________________________                                                                                    
 

Entity Contact email Address: __________________________________________ 
 
Fiscal Year End Date _______________________________________ 

Check One: 
More than $750.000 in federal funds was 
expended during Fiscal Year 20XX. 

 
Less than $750,000 in federa1 funds was 
expended during Fiscal Year 20XX. 

 
 

By signing below, I attest that the information above is accurate to the best of my knowledge. 
 
 
    

Name (Printed) Title 
 
  

Signature 
 
  

Date 
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