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Human Resources Policy Handbook and 
Human Resources Procedures Acknowledgement Form
Dear KCTCS Employee:

Pursuant to KRS 164.365, the KCTCS Board of Regents has exclusive control over employment, tenure, and official relations of employees.  The Kentucky Community and Technical College System Human Resources Policy Handbook is not intended and should not be construed to create a contract of employment.  It is the intention of KCTCS to implement the Board’s personnel policies through procedures that are in compliance with state and federal laws and that recognize any employment rights granted to employees by the Board.  Employees hired with an effective date of July 1, 2009 are under contract and their employment is subject to the terms of the contract, as well as applicable human resources policies if not otherwise covered by the contract.      

Please note the following:
1. The KCTCS Human Resources Policy Handbook contains policy excerpts from the KCTCS Policy Manual. A complete set of human resources policies and other KCTCS policies are contained in the KCTCS Policy Manual.  In addition, the handbook contains the KCTCS Human Resources Procedures. 
2. All KCTCS employees are individually responsible initially at employment, and subsequently thereafter, to perform a periodic review of the KCTCS Human Resources Policies, the KCTCS Human Resources Procedures, and the KCTCS Policy Manual in order to be informed and knowledgeable about the policies and procedures. The KCTCS Human Resources Policy Handbook and KCTCS Human Resources Procedures are posted online at the KCTCS website at https://thepoint.kctcs.edu/departments/HumanResources/Pages/PoliciesandProcedures.aspx.
3. Revisions in the policies and procedures are also made and updated at this website. Employees are responsible for checking and knowing the policies, procedures and subsequent revisions.  A current updated listing of new and revised policies and procedures is posted online at the KCTCS website as follows: http://www.kctcs.edu/employee/hr/policychanges/.
4. The online KCTCS Policy Manual containing the complete set of policies is posted at the KCTCS website at http://legacy.kctcs.edu/employee/policies/volumeII/section2.cfm.  All policies in the manual apply to all applicable employees in each personnel system unless otherwise designated; and
5. Your college and/or department may have additional human resources rules with which you are required to comply.
Please sign below to indicate that you acknowledge the above information and that you have been directed to the KCTCS Online Human Resources Policy Handbook, KCTCS Human Resources Procedures, and applicable policies in the KCTCS Policy Manual. 

Acknowledged, signed, and dated by:

	     
	
	     

	Employee Signature


	
	Date



	     
	
	     

	Print Name
	
	College or System


	     
	
	     

	Date of Employment

	
	Position


FOR COLLEGE EMPLOYEES, PLEASE RETURN SIGNED FORM TO YOUR COLLEGE HUMAN RESOURCES COORDINATOR.  A COPY OF THE FORM WILL BE PUT IN THE EMPLOYEE’S PERSONNEL FILES AT THE COLLEGE AND AT THE SYSTEM OFFICE.  FOR SYSTEM OFFICE EMPLOYEES, PLEASE RETURN YOUR SIGNED FORM TO THE HUMAN RESOURCES DEPARTMENT.

HUMAN RESOURCES STAFF SHOULD PROVIDE THE EMPLOYEE A SIGNED COPY OF THE FORM. 
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