 ASK  \* MERGEFORMAT 
Register/Employee Records Internet Access Workflow System

The maintaining of confidentiality and security is an integral part of the implementation of this system.  Please note that under Kentucky Revised Statutes, all register records and information are confidential until an employee is hired.  Likewise, all employee records are subject to the Open Records statutes, and records not used in the strict context of the business process must be requested through the Open Records procedure via Dan Egbers, General Counsel in the Personnel Cabinet.  

Depending on your CICS security clearance, agency personnel will have access to up to three of the four programs listed on the new home page entitled, “Kentucky Personnel Cabinet Register/Employee Records Home Page,” as follows:
1. Agency Register - allows you to retrieve your current, filled register certificates and the most recent application updates, application, and job questionnaires in accordance with your CICS access.

2. Employee Records – allows you to retrieve and view employees’ records under your supervision in accordance with your CICS access, including P-1’s, applications, job-related letters, etc.

3. Register Retrieval – allow you to retrieve COLD (previously requested filled and completed register documents) in accordance with your CICS access.  

Click on the following Internet link to go the Register/Employee Records Home Page.  Once you have logged on to the web site follow the attached instructions on how to retrieve registers and view the applications are attached (see below): 
https://persnt16.pc.state.ky.us/idmweb/home.asp
[image: image1.wmf]Instructions


Once all the applications have been reviewed and the applicants selected for an interview have been identified, it is time to schedule the interviews. To assist you in this process you may want to review the following document, which provides some guidance on “how to work a register”.
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After the selection process has been completed and you are ready to make a recommendation to the appointing authority you will need to completed the Register Action Report and return it to your Personnel Administrator via email. If the recommendation is approved you will be informed and an offer can be made.  Once the personnel action appears on the CICS system as being approved the Personnel Administrator will confirm the approval with the contact person. 
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Instructions for completing the Register Action Report
All applicants on a register have to be considered; basically this mean’s you looked at their application and considered them for an interview. It is not necessary to list the applicants that have been considered on the Register Action Report. While there are other actions codes, the ones listed below are the most commonly used.  If the action is considered a negative action supporting documentation is required to support the action and must be mailed to the Personnel Administrator. 

Action Codes:

A: Appoint

I:  Interviewed

FRI: Failed to Report to Scheduled Interview (Return copy of the schedule/purge letter with a 

signed /dated handwritten note on the letter indicating that the applicant failed to report to the interview). 

D: Declined offer of appointment (signed statement from applicant or memorandum from person who made the offer, preferably with a witness). 

NA: Not Available (Memorandum from person who called the applicant and discovered that the applicant is not interested in an interview, ask if they mind being removed from the register).

WA: Wrong Address (Return returned envelope along with schedule/purge letter).

The Register Action Report itself can be e-mailed to the Personnel Administrator after the interviews have been completed and the Division Director approves the recommendation. When it is emailed a cc is to be sent to the Division Director and to Cindy Brown. If the salary is above the minimum of the pay grade a justification letter must also be submitted with the Register Action Report.  This memorandum should be addressed to Commissioner Crump and should be from the Division Director. 

Once the documents are received the Personnel Administrator will print out a hard copy of the Register Action Report along with a copy of the application of the person recommended and submit them to the Commissioner for consideration. If an in-range salary is requested the Personnel Administrator will review the request in order to ensure that the request is in compliance with the compensation regulations. 

Note: Both the selection and the salary has to be approved by the Commissioners Office before an offer can be made. Once approved the Personnel Administrator will alert the appropriate persons that a Tentative Offer can be made to the applicant.  Typically make such an offer is to advise the applicant that we have approval to fill this position and it has been approved by our Commissioner; however, until the action is approved by the Personnel Cabinet we can not confirm that appointment. Once the tentative offer has been made and accepted, the Personnel Administrator will submit the Personnel Action and return the register. After the action has been approved on the CICS system he will alert you and you confirm the offer with the applicant.

For EEO/AA purposes we also wish to capture some statistical information.  When reporting the Race/Sex Code on the Register Action Report you would reflect it as 0/M or 1/F, etc. The codes are listed below.

Race/Sex Code:

M-Male
F-Female

0-White

1-Black 







2-Hispanic

3-Asian American

4-American Indian or Alaskan Native

5-Other
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It is typically quicker and easier to schedule interviews by phone. However, sometimes it is necessary to purge registers of applicants who are taking up space on the register (but who are not really interested in the position).  These people block other applicants from the top five and it is beneficial to remove them.  The attached letter can be used both as a scheduling tool and as a tool that can be used to purge these unavailable applicants from your registers.  That may not help you with the current register, but it should make the next register easier to work. You will note it does not give the applicant any leeway in scheduling; however, it is required that you give them at least 10 days notice of the interview.  Therefore, it is necessary to mail this out 12-13 days in advance of the scheduled interview.  If they fail to show up at the interview you should note it on your copy of the letter, date it and initial the letter and return it with the Register Action Report once the selection process has concluded (Note: since internal mobility applicants qualifying applicants do not impact the top five scores it is recommended that you not attempt to purge these type of applicants). 
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Register Highlights


[image: image12.wmf]Thank You-Sample



The life of the register is 60 days. If the register you receive contains reemployments or outplacements, please contact your Personnel Administrator for additional instructions.
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The effective date of an appointment or promotion can have an effective date up to 31 days after the expiration date of the register.  However, the offer has got to be made before the register expires and the action has got to be submitted to your Personnel Administrator early enough that the register can be returned before it expires.  Once a register expires no offer can be made and no action can be taken.
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P-1s can not have an effective date that precedes the fill/issue date of any register, under no circumstances will P-1's flow or be released prior to the fill or issue date of any register.
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Always use the address listed on the register, the address on the application may be outdated. The purge letter will be invalid if you send it to the address on the application if it differs from the address on the register.
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If you return a register with no action (all applicants considered with no other action, you must wait for the register to expire before you can request another register (60 days).  However, if you have interviewed or took negative action on the first register you can return that register and request a second register for the same position. This is only a worthwhile option if you know additional applicants have been posted to the register.
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This is to clarify that if you have more than one vacancy with the same title that is also in the same county you can request one register for both positions.  This streamlines the process and also it gives you the top 6 instead of the top five; however, please note that you must hire from the top 5, meaning that your first selection would have to result in moving the applicants ranked #6 into the top 5.   If there are more than one applicant having the same score, then the appointment itself would not result in moving applicants ranked #6 into the top 5. In order to move the 6th score into the top 5 it would be necessary to eliminate all applicants within the same ranking. For example, suppose the 5th score on the register was comprised of two applicants with a score of 95. If you appoint one of those applicants and the other applicant fails to report to a scheduled interview, then all of the applicants ranked #6 on the register become #5. Once this occurs they become eligible for consideration for the second position noted on the register.
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Following the interview, it is recommend that you send a thank you letter to those applicants who were interviewed but not selected for the position (see sample). This same message may be sent via email to the internal mobility applicants that were interviewed. This is a courtesy to those candidates who consider our agency as a place of employment and who may be a candidate for future positions. 


[image: image8.wmf]Schedule/Purge




� EMBED Word.Document.8 \s ���







� EMBED Word.Document.8 \s ���











[image: image9.wmf]Thank You-Sample


[image: image10.png]



[image: image11.wmf]Schedule/Purge


_1105178883.doc

March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager





_1109142653.doc

March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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March 2, 2001



Ms. Marilyn Jones



255 Sullivan Lane



Anytown, KY 40601



Dear Ms. Jones,



I wanted to let you know that the selection process for the Personnel Administrator Associate position has concluded, as an offer has been made and accepted.  I thank you for giving me the opportunity to interview you for this position.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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October 8, 2001



Ms. Donna Smythe



1046 Tamworth Lane



Frankfort, KY 40601



Dear Ms. Smythe, 



I have received your name on a permanent full-time register for a Secretary III position in Boyle County.  We would very much like to interview you for this position and have scheduled you for an interview at 11:00 a.m. on Tuesday, October 21.  This interview will be conducted at the ____________________office located in the Greentree Plaza, 1000 E. Lexington, Av. Suite 6, Danville, Ky. 



If you are not available for this position, please write and advise me that you no longer wish to be considered for this position.  You should be advised that if you no longer wish to be considered for this position, of if you fail to report to the interview, your name will be removed from the register for this job class.  Once removed from the register, you will not be allowed to re-test for this job class for six (6) months from the date of removal unless reasons satisfactory to the Secretary of the Personnel Cabinet are submitted and she restores your name to the active register.



If you have any questions please call me at (502) 564-0000, ext. 312.  I look forward to seeing you on Tuesday, October 21.



Sincerely, 



John Jones



Branch Manager
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REGISTER ACTIONS  


CERTIFICATE NUMBER:


CLASS TITLE:


WORK COUNTY:                                                               


POSITION NUMBER:


REQUESTED EFFECTIVE DATE:


REQUESTED SALARY:


SHIFT CODE:


Name                           Social Security        Action          Race/Sex

Submitted by: ___________________________ Date: ______________


Approved: ______________________________Date:_______________
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