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Subject: School Health Partial Year
Sent: Thursday, July 31, 2008 8:16 AM
Directors and other HR staff:
 
Ron has asked that I send this information out to provide guidance for those appointments or transfers into the school program as Partial Year appointments.   
 
If you still need assistance or have questions you may contact your HR Administrator- 

Debbie Garrison at (502) 564-7818 x 3655, Diane Compton x 3656 or Ron Horseman at x 3654.  

 
Partial-year Appointment.    Section 8. (Used for School Schedule (SS) employees) http://www.lrc.state.ky.us/kar/902/008/080.htm
(1) An agency may establish a partial-year position to accommodate foreseeable seasonal fluctuations in staffing, budgetary, operational, programmatic, or other needs.

(2) A partial-year position shall contain regularly-scheduled periods, not to exceed seven (7) pay periods per year, during which an incumbent in the position remains an employee but is not at work.

 (3) An employee in a designated partial-year position shall receive the following agency-provided benefits:

(a) Health and life insurance benefits provided by the agency for full-time and part-time 100-hour employees;

(b) Sick leave, in accordance with 902 KAR 8:120, Section 4, for pay periods the employee actually works;  

(c) Enrollment in the Kentucky Employee Retirement System and receipt of appropriate service credit for those pay periods of actual work; and

(d) Service credit for computation of seniority for those pay periods the employee has actually worked.

(4) The employee in a designated partial-year position shall be considered a regular-status employee following completion of the initial probationary period in accordance with Section 10 of this administrative regulation.

(5) The employee in a designated partial-year position shall:

(a) Work the required number of hours, unless the employee is absent due to illness or needing to provide care for an immediate family member; and

(b) Work at the request of the agency during periods of non-work to cover during coworker periods of illness, vacation schedules, and other periods of agency demand.

What actions are required in the Personnel/Payroll system on the CDS 555 for out of service dates? 

You are not required to do any actions in the personnel system while the employee is not working due to Thanksgiving, Christmas, Fall, Summer or other breaks, unless the employee is on approved Medical or FMLA leave. Annual increments dates are not changed (bumped forward) for those out of service dates that are part of the school schedule; however their increments could be moved if they are on approved  Medical/FMLA leave without pay per 902 KAR 8:120 Section 2/4,  902 KAR 8:096 Section 4 (2).    

You will need to track out of service dates in the payroll system as appropriate to their leave status with or without pay.   

Are School  Schedule Employees eligible to earn Annual leave? 

Per 902 KAR 8:120 Full Time and Part time 100 Employees that work partial year do accumulate annual leave for those pay periods they are in pay status the required number of hours based on status assigned.
Partial Year employees may use annual leave to cover out of session days during the school holidays and during summer break.   If they have no annual leave to cover  these dates they are placed in payroll as Other Leave without pay.  

To uphold the contract that the LHD has with the school while in session, requests for annual leave should be fully considered by the appointing authority prior to approval. 

Are School Schedule Employees eligible to use Sick or FMLA leave? 

The SS employee is treated the same as regular status employee and must meets the requirements of 902 KAR 8:120 and FMLA guidelines and must provide appropriate medical documentation necessary. 

If there is a medical event and they qualify for FMLA the agency is REQUIRED to designate this time as FMLA leave and provide written notification as such.  The option to the employee at the time of agency designation is to use leave in con-junction with FMLA or to exhaust paid leave and then be placed on FMLA without pay.  

FMLA, if eligible, is 12 weeks based on the number of hours (hr) regularly scheduled.  

· If an employee meets the criteria for FMLA and they would typically work 75 hr per pay period (ppd) while in session then they are eligible for 12 weeks by 37.5 hr or a total of 450 hrs of FMLA leave.   

· If this same employee is typically scheduled only 60 hours per ppd then they are eligible for 12 weeks x 30 hrs for a total of 360 hrs of FMLA leave. 

An employee may request with approval to take intermittent leave. 

· An employee that is scheduled 37.5 has a Dr. note to work only 4 hrs per day they are entitled to 450 hrs of FMLA they can work 4 hrs per day and use 3.5 sick leave till leave exhausted. 

Are School Schedule Employees on Partial Year eligible for voting leave?   YES, if they meet the requirements below.

All health department employees are encouraged to exercise their voting privileges and all eligible employees are encouraged to avail themselves of the voting leave benefit.  To ensure that the benefit is properly accessed, please note the following.

 

Pursuant to Kentucky law, employees shall be granted four (4) hrs of leave to vote if:

· They are registered to vote in Kentucky; 

· They are scheduled to work during the hours that the polls are open; School schedule employees are not to be penalized due to school closure, as they are eligible to use annual leave for school closures, they are also entitled to voting leave.  

· They request leave, and are approved by their supervisor, in advance; and 

· They vote. 

 

Employees are cautioned that a qualified voter claiming voting leave, but failing to vote, may be subject to disciplinary action.  

 

Employees electing to vote via absentee ballot in Kentucky are eligible for voting leave on the day that they travel to their respective County Clerk’s office to request an absentee ballot, or to vote that ballot, pursuant to the provisions above and meeting the applicable laws for absentee voting in this state.      

 

If an employee is scheduled to be off work on either sick or annual leave and the employee exercises the right to vote on Election Day, the employee is eligible for four (4) hrs of voting leave, if the requirements for taking voting leave outlined above have been met.  

 

Employees who are eligible for paid voting leave and who are permitted or required to work in lieu of time off shall be granted compensatory leave on an hour-for-hour basis. 

Part-time employees are eligible for paid voting leave for only those hours they are scheduled to work in excess of three and one-half (3 1/2) hours.

Are School Schedule Employees eligible for Probationary or Annual increments? 

A  School Schedule employee is eligible to receive a  5% increase upon successful completion of initial probation per 902 KAR 8:080 Section 10.   

A  School Schedule employee promoted may receive a 3% promotional probationary increase per 902 KAR 8:060 Section 7.

How are service credits calculated with Retirement? 

We have been advised by a retirement representative that, when the KRS averages over a fiscal or calendar year, they use any months the employee actually works and has wages reported to KRS.  So, if the employee has wages reported during the summer months (regardless of the number of hours worked in those months) and the service averages 100 hours over the months actually worked, the employee will receive credit for all months wages were reported.  So, in your example below, if the employee works 1496 hours and has wages reported in all 12 months of the year, the employee will receive 12 months of service. 

Are school schedule employees allowed to be pro-rated for pay during the school calendar year? 

The Kentucky Department of Labor has advised the Department for Public Health that Local Health Department school schedule employees are not allowed to have their salaries pro-rated. Therefore, the employees must be paid their Local Health Merit System approved hourly pay rate for actual hours worked each pay period. 

Are school schedule employees required to work during the summer months? 

As long as the employee works one day in each of the summer months when school is not in session they are eligible to maintain health insurance.   Remember that an employee must be Part time 100 or Full time in order to be eligible for insurance at any given time.  An employee may, at the appointing authority’s discretion, work more than one day per month in the summer if there are other duties that may be assigned. 

What is the status of the employee? 

902 KAR 8:040 defines

"Full-time employee" means an employee who is compensated on a salary basis for a standard biweekly pay period. (A standard bi-weekly pay period is 75 hours for LHD or 7.5 hours daily regular scheduled)

"Part-time 100 hour employee" means an employee who is compensated on a biweekly basis for hours worked and whose hours worked average 100 hours per month or more. 

· Employees on a School Schedule are required to work a minimum of one day during each of the summer months typically June and July.  Therefore using 7.5 hours per day as an example and deducting 15 hours from 1,200, so long as the employee works 1,185 additional hours during the school contract year this would meet a Part time 100 hour employee designation.

"Part-time employee" means an employee who is compensated on a biweekly basis for hours worked and whose hours worked average less than 100 hours of work per month.

· For regular status employee this would typically be less than 23 hours bi-weekly, for school schedule employees this would be less than 1200 hours or example would be less than 15 hours in the summer and less than 1185 total hours scheduled for the school calendar year.

Are school schedule employees entitled to Holiday pay? 

Only those merit employees that are considered Full-time (regular scheduled-7.5 hours daily/75 hours bi-weekly) and in pay status before the holiday are eligible for holidays per 902 KAR 8:120 Section 18 as below:    

(1) Agency full-time employees shall be given a holiday on the following days:
      (a) The first day of January and one (1) extra day;
      (b) The third Monday in January;
      (c) One-half (1/2) day for Good Friday;
      (d) The last Monday in May;
      (e) The fourth day of July;
      (f) The first Monday in September;
      (g) The 11th day of November;
      (h) The fourth Thursday in November plus one (1) extra day;
      (i) The 25th of December and one (1) extra day;
      (j) Presidential Election Day.
 (2) If a day enumerated in subsection (1) of this section falls on a Saturday, the preceding Friday shall be observed as the holiday. If the day enumerated falls on a Sunday, the following Monday shall be observed as the holiday. If an extra day is provided for it shall be observed as stated by the department.
 (3) A full-time employee shall be in pay status on the work day prior to the holiday in order to receive the holiday benefit. 

· For a school schedule employee this would be the last day prior to the holiday that the school schedule requires, such as Christmas, they would have to be in pay status the last day before Christmas and New Years before they would be eligible for the Holidays.  
(4) Full-time exempt employees required to work on a holiday shall accrue compensatory time for the time worked.
School Schedule employees may be off work to observe a “school holiday” however these differ from LHD holidays, therefore the following will apply: 

· When a school holiday occurs and it is not a LHD holiday the School Schedule employee may request to use annual leave for this date or the LHD can allow the employee to work in the LHD for this date. 

· When school is open as part of the school calendar year as part of their contract to work, but the LHD is observing a holiday, the employee is paid their normal salary and is not eligible for holiday pay. 

· When a school holiday is observed on the same date as a recognized LHD holiday such as Christmas, the SS employee who meets the definition of Full time employee and was in pay status the last day that school was in session prior to the holiday is eligible for holiday pay per 902 KAR 8:120 as defined below.  If during this period of time when both agencies are observing a holiday the employee is permitted or required to work, then the employee would be eligible for holiday and straight pay for those hours worked.  

Nurse Program manager verses Nurse Supervisor in the School Schedule program: 

Here are some key points that you may want to consider; 

Nurse Program Manager;


Manages program resources


Prepares programmatic reports as required by the local, state or federal guidelines.


Serves as a community resource person.


Provides personal, operational and financial management of the assigned program.


Participates in the development of policies – as well as reviewing policies.


Directs the Quality Improvement activities for the program.


Provides overall management of the assigned program.


Facilitates staff meetings for the assigned staff.


Interprets and applies laws, rules, regulations and policies applicable to the program.


Monitors and enforces compliance to programmatic, federal, state and local rules and regulations.


Receives limited supervision.  Nurse Supervisor I receives moderate supervision.

The Nurse Program Manager would be more of a manager of the entire SS program, utilizing most or all of the key functions above.  

A Nurse Supervisor in SS would be performing more of the day to day supervisor of scheduling, activities, providing services, resolving work problems, providing direct supervision and doing performance evaluations, etc.
Temporary Bridge issue currently with Partial Year: 
Currently when a person is appointed to School program or when they are transferred to school on the CDS 555 Bridge system,  Partial Year is annotated as a Y  beside Partial Year.    The system will accept the action however it is causing employees to appear on the 921 Personnel report as Irregular Hour employees.   We have discussed this with CDP and as a work around until programming can be fixed, after initial CDS 555 screen is processed and you have a P-2 with your action,  complete an OTHER action #26 on the CDS 555 and enter a second time Y to partial Year  with the same effective date and this should resolve the issue. 
6 of 7

