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DOD 5200.08-R, Change 1 5/27/2009 
 
 
   
 

1. In compliance with Department of Defense’s (DOD) physical security program procedures, the common 
identity standard for State employees and any long term volunteers of the Adjutant General’s Department is 
the Common Access Card (CAC.) 

 
2. Individuals must receive a minimum of a favorable National Agency Check (NAC) or Special Agreement 

Check (SAC) both of which includes a FBI fingerprint check prior to starting work, being processed for a 
CAC and processed for temporary computer network access. The only exceptions to this requirement are 
individuals who have a current national clearance recognized by the DOD. 
 

3. CACs must be renewed every three (3) years. 
 

4. The State Human Resource Office will be responsible for this policy for State employees and volunteers.  
 

 
 
 
 

1. New CACs
A. Once a person has been approved for hire by SHRO or selected as a volunteer, SHRO will contact 

the individual and make a conditional offer of employment pending the results of a NAC/SAC and 
fingerprint check.  If applicable, some individuals will also be required to complete a background 
questionnaire. (See Security/Security Clearances policy.)  

:  

 
B. The results of a NAC/SAC should be known within 10-20 calendar days.    

1) If the results are favorable the individual’s information will be entered into the federal ‘State 
Employee Database’ (SED) after they have started working. 

 
2) If the results of a NAC/SAC identify any concerns, it will take longer depending on the 

length of time needed to adjudicate the respective issues.  
 
C. SHRO will notify the immediate supervisor or worksite designee when the data has been entered 

into the SED. 
 
D. After two (2) working days, the supervisor (or employee/volunteer) may check with any DEERS 

location to see if the CAC is available. (See attachment A. ) 
 
E. If a CAC is not available in the DEERS system after 14 calendar days, the supervisor should 

contact SHRO. 
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2. 
A. CACs may remain active for a maximum of three (3) years, at which time they must be renewed.   

CAC Renewals:  

 
B. Employees on the federal network will be provided an electronic notice 45 days before their CAC 

expires. It is the responsibility of each employee to email SHRO at least one (1) month prior to 
their CAC expiration date in order to have their information re-entered into the SED database.  This 
should allow adequate time for a new CAC to be processed through the system before the old one is 
inactivated.    

 
C.  Employees on the state network are responsible for knowing their CAC renewal date and notifying 

SHRO at least one (1) month prior to their CAC expiration date. 
 
D. NOTE:  If an employee’s background check is expiring, the employee should begin that process 3-

6 months prior to the expiration of his/her background check (see Security/Security Clearances 
policy) to ensure there is a valid background check date in the SED in order to be issued a new 
CAC. 

 
3. CAC Employment Status Changes (Federal/Military Status to State Status)

A.  If a State employee already has an active CAC for their military duty he/she does not need to 
obtain another CAC as a State employee. However, when those individuals separate from the 
military/federal service, their CAC cards will be inactivated.  Therefore, they must obtain a new 
CAC card as a State employee. 

: 

 
B. It is the responsibility of each of those employees to email SHRO at least one (1) month prior to 

their CAC inactivation date in order to have their background check information entered into the 
SED and allow adequate time for a new CAC to be processed through the system before the old 
one is inactivated.    

 
4. Contacts:  For assistance see Attachment B. 
 
5. Any exception to this policy and its procedures may be submitted to the SHRO Director.  The merits will 

be taken into consideration on a case-by-case basis. 
 
 
 
 



TAG-OFFICE FOR STATE HUMAN RESOURCES POLICY AND PROCEDURE 
     
 
REFERENCES 
 
Secretary of Administration Memorandum dated May 6, 1996 
 
POLICY 
 
All state employees of the Adjutant General’s Department are required to dress and groom appropriately for their respective 
positions and project a positive public image that is consistent with the professionalism we desire to achieve.  Employees are to 
adhere to the following minimum standards and supervisors are to fairly apply and enforce these standards: 
 
 1. Clothing shall be neat, clean, tasteful, free from offensive odor and of proper fit. 
 
 2. Clothing  not considered appropriate in any setting includes: 

a) Tight fitting, revealing or suggestive looking clothing which includes, but is not limited to: tank tops, muscle 
shirts, halter tops, midriff or tube tops, sleeveless T-shirts. 

b) Tops or pants which expose the midsection when bending. 
c) Hem lines more than three (3) to four (4) inches above the knee (where it bends in the back). 
d) Clothing which is frayed, faded, cut off, has holes or appears excessively worn. 
e) Clothing which contains graphics or slogans which are obscene, vulgar, demeaning, and/or considered offensive 

or which are contrary to a drug/alcohol/smoke-free work place.  
f) Shorts. 
g) Sweat or jogging pants/suits. 
h) Athletic or logo type sweat shirts. 
i) Sunglasses worn indoors. 
j) Skorts, unless loose fitting and not short-like. 

 
 3. Clothing not considered appropriate in an office setting includes: 

1. T-shirts cut in an athletic box style.  (Dress-type T-shirts are acceptable.)  
2. Jeans which do not conform to the standards in #2 above. 

 
 4. Tops should be tucked in unless designed to be worn outside. 
 
 5. Socks/hosiery must be worn. 
 
 6. Personal hygiene.  Employees are to be clean, non-offensive and well groomed while at work.  This includes clean, well 

groomed, neat hair; being able to see one’s face; and having clean fingernails (unless performing work which prevents 
this). 

  
 7. Tattoos which are obscene, vulgar, demeaning, and/or considered offensive or which are contrary to a drug/alcohol/smoke-

free work place must be covered. 
 
 8. Uniforms, when furnished or authorized by the agency, are required to be worn while on duty. 
 
 9. When employees, whose regular work allows the wearing of the more informal clothing, are representing the agency by 

participating in meetings, seminars and special functions; or who are working in an office setting, dress standards as 
outlined for office settings are to be worn. 

 
10. Supervisors may develop more restrictive standards based on safety or enhanced public image. 
 
    
PROCEDURES 
 
1. It is the responsibility of employees to comply with these standards. 
  
2. It is the responsibility of supervisors and the supervisory chain of command to ensure compliance with these standards. 

  
GENERAL - 
Dress Code 

 



 
3. An employee reporting to work whose attire or hygiene is out of compliance, may or may not be allowed to work the 

remainder of the work day depending on the severity and frequency of the noncompliance.  Employees not allowed to work 
will be permitted to work when properly attired and groomed.  Time away from work is not considered work time.  It is the 
discretion of the supervisor if an employee may use accrued leave, rearranged time or be in unpaid status. 

 
4. In addressing non-compliance, supervisors should follow progressive discipline guidelines. 
 
5. Dress code may be occasionally relaxed for emergency incidents, such as disasters, technical hazards responses or response 

drills; or for special work events such as cleaning, moving, casual agency sponsored activities, etc., as authorized by the 
supervisor. 

 
6. An employee or department director desiring an ongoing waiver of any standard in this policy may do so by submitting a  

written request to The Adjutant General, through the Director of OSHR.  This request should state what standard(s) they 
would like waived and a justification. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EFFECTIVE DATE: 6/98 
OPR: Director of OSHR 
New: (6/98) 
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TAG Policy Letter #28 
K.A.R. 1-9-19 
 
 
 

1. Conviction: Conviction includes a plea or finding of guilty, a plea of nolo contendere (no contest), and all 
other actions tantamount to a finding of guilty, including adjudication withheld, deferred prosecution, 
diversion, expungement entry into adult or juvenile pretrial intervention programs, and any similar 
disposition of charges. 

 
2. Criminal Law.  A criminal law includes any military or other Federal criminal law; any state, district, 

commonwealth, or territorial or equivalent criminal law or ordinance; any criminal law or ordinance of any 
county, parish, municipality, or local subdivision of any such authority.  Motor vehicle violations that do not 
involve a court appearance are excluded. 

 
3. Flag. To annotate, mark, designate, a member employee’s personnel file or employment application when 

felony charges are verified pending or a felony conviction is verified adjudicated. 
 

4. Member Employee.  Any and all full and part-time State employees, persons of the Kansas Adjutant 
General’s Department and persons applying for employment with the Kansas Adjutant General’s 
Department. 
 

5. Responsible authority. The employee’s division director or worksite manager. 
 

6. Volunteer. Person performing services without compensation. 
 

 
 

   
  

1.  The purpose of this policy is to: document all member employees and volunteers with felonies; determine 
appropriate action, if any, by the Kansas Adjutant General’s Department; and determine during the 
application and hiring/selection process the appropriateness of a person’s prospective employment or 
volunteerism. 

 
2. Although it is the intent of the Adjutant General to protect employees’ rights until a case is adjudicated by 

civilian authority, the Adjutant General will take all reasonable and prudent steps to ensure the safety and 
security of other member employees and the public and maintain public confidence in the Adjutant 
General’s Department. 

 
3. Persons convicted of a felony and sentenced to prison for more than one year are definitely prohibited from 

employment and volunteer opportunities with the Adjutant General’s Department as they would not pass the 
minimum background check criteria established by the Department of Defense. 
 

4. Persons convicted of a felony and sentenced to prison for less than one year may be prohibited from 
employment and volunteer opportunities, depending on the circumstances of the respective case. 
 

5. All employees, applicants and selectees for employment, and potential/existing volunteers must self-report 
all felony arrests, pending felony charges and convictions* the next agency working day following the event 
as describe in the ‘Procedures’ section of this document.  

SECURITY -  
Felonies            

References 

TAG – State Human Resources Policy and Procedures 

Policy 

Definitions - For purposes of this policy 
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   *With respect to felony convictions, this requirement applies even if the sentence has not been 
imposed or the member employee intends to appeal the conviction. 

 
6. Employees: 

a)    Classified employees may be relieved of duty with pay pending an investigation. 
 

b) Unclassified employees may be relieved of duty with (or without) pay pending an investigation. 
 

c)    The official personnel file, held in the State Human Resource Office, will be flagged. The flag will 
not be lifted until the civilian criminal charges are resolved and appropriate legal, administrative, 
and/or personnel action, if any, is completed. 

 
d) Employees may not be transferred/promoted/demoted to another position, work schedule, location, 

organizational unit or have any changes in pay without consultation and approval of Legal and the 
SHRO Director. 

 
e) After review of the documentation, information from the employee and/or an internal investigation, 

the Adjutant General will determine the appropriate action for an employee, if any, to be taken.  
Action could include dismissal. 

 
7. Applicants and Selectees: 

a) After review of the documentation and/or information obtained from, or on, an applicant/selectee, a 
determination will be made as to the appropriateness of a person’s prospective employment.   

 
b) Applicants may be allowed to continue with the selection process or they may have their application 

withdrawn from consideration for that opening as well as not being considered for future openings 
with the Adjutant General’s Department. 

 
c) Selectees may be allowed to continue with the selection process, have their conditional offer of 

employment withdrawn or be allowed to be hired pending the results of the criminal action or results 
of a more thorough background investigation. 

 
8. Volunteers: 

a) May temporarily or permanently be relieved of their association with the agency. 
 

b) May not be moved to another volunteer position, work schedule, location, organizational unit or 
have any other changes made without consultation and approval of Legal and the SHRO Director. 

 
c) After review of the documentation and/or information obtained from, or on, a potential or existing 

volunteer, a determination will be made as to the person’s continued association with the Adjutant 
General’s Department.   

 
9. The responsible authority will, in cooperation with Legal and SHRO, be informed and, when required, 

engaged in all facets of the case.  
 

10. Any disagreements with the recommendation of the responsible authority, Legal or SHRO will be resolved 
by the respective chain of command with The Adjutant General being the final authority.  

 
11. Member employee’s status will be determined as expeditiously as possible. 

 
12. Failure to comply with any part of this policy or its procedures can, in itself, be grounds for appropriate 

legal, administrative, and/or personnel action, including immediate dismissal. 
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13. This policy takes precedence over any competing or contrary application of existing policies. 
 

  
 
 

1. No later than the first agency working day following a felony arrest, pending felony charge or felony 
conviction, an individual covered by this policy must report the incident to their first-line supervisor, 
higher level supervisor, or Legal. The person receiving the report must immediately notify the reporting 
employee’s responsible authority (division director or worksite manager.)    

 
2. When the responsible authority receives or obtains verification of a felony arrest, charge or conviction, it 

will immediately: 
a) Notify Legal. 
 
b) Contact the agency’s State Human Resources Office Director (SHRO) (or Assistant Director in the 

director’s absence) to flag the employee’s personnel file.  The flag will not be lifted until the civilian 
criminal charges are resolved and appropriate legal, administrative, and/or, personnel action, if any, 
is completed.   

 
c) Notify the respective Security Manager. 

 
3. The responsible authority will also: 

a) Consult with the Information Management Director (or designee) on suspending the member 
employee’s or volunteer’s computer access. 

 
b) Consult with the respective Security Manager on suspending the member employee’s or volunteer’s 

security clearance.  
 

c) Prohibit the member employee from having any unsupervised public contact until otherwise notified. 
 

d) Immediately, in the case of armed staff, suspend the member employee’s access to weapons and 
ammunition. 

 
4. Agency Contact Numbers: 

a) Legal: 785-274-1027, 1481 or 1024. 
b) State Human Resources: 785-274-1393 or 1460. 
c) Security Managers: 

1) Army: 785-274-1067  
2) 190th

3) 184
: 785-831-4209 or 4207 

th

d) Information Management:  785-274-1034 or 1031. 
: 376-759-7447  

 
5. The responsible authority, Legal and SHRO will confer on the nature of the civilian criminal charge and 

determine if the member employee’s presence will create a work distraction for others, is a threat to other 
member employees, if the person should be relieved of duty, initiate a separation action and/or take other 
prudent administrative actions.   

 
 

6. In determining appropriate action, the responsible authority, Legal and SHRO will: 
a) In the case of felony charges and/or convictions of ‘Person’ felonies as defined by Kansas statutes, 

presume that the person should be terminated/separated.  The burden is on the employee to prove 

Procedures 
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that he/she should be retained.  The burden is also on any responsible authority and those in the 
chain of command to prove otherwise, if they desire to retain an individual. 

 
b) In the case of felony charges and/or convictions involving ‘Dishonesty’ as defined by Kansas 

statutes and consultation with Legal, the member employee’s duties and responsibilities will be 
scrutinized to determine whether the member employee can continue in their current position.  The 
responsible authority, Legal and SHRO will pay particular attention to, but not limited to, the 
member employee’s access to personal identifiable information, Federal or State funds, Government 
credit cards, Federal and State computer and communications systems, and overall danger (physical, 
material and financial) to the workforce and Kansas Adjutant General’s Department. 

 
c) In the case of all other felony charges and/or convictions, determine on a case by case basis if any 

action is warranted.  
 
7. The responsible authority, within ten (10) calendar days, will put a determination in writing with written 

comments from the JAG office and SHRO and forward it to the next level of authority. Each level of 
authority has ten (10) calendar days to add their recommendation and refer the case forward to the next 
level. The Adjutant General is final authority.  

 
8. Legal will track and monitor the case until final resolution. 
 
       



TAG-OFFICE FOR STATE HUMAN RESOURCES POLICY AND PROCEDURE  
 
 
REFERENCES KAR 1-9-12 
 
 
POLICY   
Employees on benefit eligible positions may be granted paid funeral leave upon the death of a close relative as noted below.  
Under no circumstance may funeral leave exceed six (6) working days.  In making determinations, the relationship to the 
employee, required travel time and staffing must be considered. 
 
1)       RECOMMENDED MAXIMUM 
 RELATIONSHIP                         
 Spouse         6 

 AUTHORIZED DAYS 

 Children*       6 
 Parents*        6 
 Brother & Sister*       6 
  
 Grandparents/Grandchildren     3 
 In-Laws: Father/Mother/Daughter/Son/Brother/Sister   3   
 Other relative or foster child residing in household   3 
 
 Aunt/Uncle       1 
 Niece/Nephew       1 
 
 * Includes step and adoptive 
 
2) In cases of a divorced employee who has custody of minor children, the death of the child’s parent or grandparent may be 

considered for funeral leave.  Recommended authorized days would be three (3) for a child’s parent and one (1) for a 
child’s grandparent. 

 
3) In cases where an individual was raised by someone other than the mother or father, an allowance should be made to attend 

the funeral. 
 
4) For relatives not covered under paid funeral leave, the employee may request to use vacation, overtime compensatory hours 

or holiday compensatory hours, if applicable. 
 
5)  Employees may also request to use other types of leave for additional days or for persons not covered by this policy. 
 
PROCEDURES 
 
1) If possible, employees should complete the ‘TAG Leave Request’ form prior to taking funeral leave.  If this is not possible, 

the employee should immediately notify the supervisor (or a supervisor in the chain of command) and complete the leave 
request form immediately upon returning to work. There is no guarantee that the maximum allowed will be authorized.  
Also, it should not be assumed that being absent longer than the recommended authorized days will be approved as funeral 
or any other leave without prior authorization. 

 
2) Leave request forms must specify the relationship to the employee and the location of the funeral. 
 
3) Documentation of funeral leave may be requested.  If requested, the documentation should be attached to the leave request 

form which accompanies the timesheet to OSHR.  
 
4) For questions or special circumstances contact OSHR. 
 
EFFECTIVE DATE: 6/98 
OPR:  Director of OSHR 
New:  6/98(Date) 

 
LEAVE - 
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REFERENCES K.A.R. 1-12-1 
 
 
POLICY  
Employees, classified and unclassified, may grieve conditions of work they believe adversely effect them with the following 
exceptions: 

a) Subjects whose settlement or appeal procedures are covered in Kansas Statutes or Regulations i.e., suspensions, 
demotions, dismissals, salary reductions and performance reviews.  

b) Non-selection for a job. (However, compliance with procedural requirements may be grieved). 
c) Management’s authority to assign work to employees in accordance with their position description. 
d) Disagreements with the laws of the State of Kansas and Civil Service regulations. 
e) Disagreement with written policies of The Adjutant General’s Department solely on the basis of opposition on moral 

or intellectual grounds. 
f) Allegations of sexual harassment or discrimination.  (See agency policies addressing these issues.) 

Copies of this policy shall be posted on all the department’s official bulletin boards.  Employees shall not be subject to coercion 
or reprisal for filing a grievance.   Such actions should be reported to State Human Resources (SHR). 
   
     
PROCEDURES  
Grievance Procedures for Working Conditions
  1. Employees are required to bring the matter to the immediate supervisor within seven (7) calendar days of the occurrence. 

: 

  2. The employee and supervisor should make a good faith effort to successfully resolve the issue. 
  3. The supervisor is required to respond to the employee within seven (7) calendar days. 
  4. If unsatisfied, the employee may appeal to the second level supervisor within seven (7) calendar days using the written 

grievance form. The employee is responsible for providing copies of the grievance to SHR and the immediate supervisor. 
  5. The second level supervisor is required to respond in writing to the employee within 7 calendar days, with a copy to SHR. 
  6. If the employee is still not satisfied with the response and chooses to appeal, the third level supervisor must receive the 

grievance form within seven (7) calendar days. 
  7. That supervisor has 14 calendar days in which to respond in writing to the employee, with a copy to SHR. 
  8. If the employee is not satisfied, they must appeal using the grievance form to the office of The Adjutant General within 

seven (7) calendar days. 
  9. The Adjutant General has 14 calendar days to respond in writing. The decision of The Adjutant General is final. 
10.  Copies of the final decision will be distributed to the appropriate supervisory personnel.  
 

1. Timelines are counted as follows: Date of occurrence is considered Day 1.  Date of receipt is considered Day 1. 
Notes 

2. Deadline extensions may be made by mutual agreement or by the Director of SHR for extenuating circumstances.  
3. In the event a supervisor is unavailable to process a grievance, a designee may be appointed to address the matter. 
4. Those responding to the grievance may meet with the employee to provide a full discussion of the matter.  The employee 

must represent him/herself. 
5. At any time during the process if mediation or assistance is desired, the Director of SHR may be contacted. 
6. Failure by a supervisor to meet a timeline allows the employee to take the grievance to the next supervisory level. 
7. Failure by the employee to meet a timeline shall be considered a settlement of the grievance based on the last decision. 
8. Employees covered under a local union may file a grievance under one system only. 
9. Employees have the right to file civil rights complaints with appropriate enforcement agencies. 

 
 
ATTACHMENTS
  

: Grievance Form and Grievance Flow Chart.  

OPR: Director of State Human Resources  

 
GRIEVANCES- 

General 
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The Adjutant General’s Department 

GRIEVANCE FORM 
State of Kansas  

 
This form is only to be used after an employee has taken the concern to the immediate supervisor, has had an opportunity for a full discussion 
of the grievance, is not satisfied with the supervisor’s response and desires to appeal that decision. 
 
  To: _________________________ From: _______________________________________  Date: _________________ 
 
  Worksite: ____________________ Position Title: _________________________________ Phone: ________________ 
 
   The following incident occurred on:    ______________  
   It was presented to my supervisor on:   ______________ 
   I am not satisfied with the response received on:  ______________  
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Requested Remedy
 

: 

 
 
 
 
 
        _______________________________________________________ 
        Signature of Grievant/Date 
 
 

 
Employee provides copies to: 

   a)  State Human Resources (SHR), State Defense Building, 2800 SW Topeka Blvd, Topeka, KS 66611-1287
   b)  The immediate supervisor 
 

 

               
               
               
               
               
               
                

 Grievance: (Additional pages may be attached.)  Grievance information must include the specific alleged adverse effect(s) this matter  
  has on the employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Page 1 

Grievance # 
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I received the grievance on __________________________, which was/was not within the 7 calendar day deadline. 

(Response must be completed within 14 calendar days, with the date of receipt being day 1.) 
 
 

 
   

Response of Second Level Supervisor  
 
 

I received the grievance on ________________________, which was/was not within the 7 calendar day deadline. 
(Response must be completed within 7 calendar days, with the date of receipt being day 1.)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Response of Third Level Supervisor 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
Page 3 

Grievance # Page 2 

Response:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         

     
Signature/Date _________________________________________________________ 

(Send copy of response to SHR) 

Response: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Signature/Date ________________________________________________________ 

(Send copy of response to SHR) 

Grievance # 
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Final Decision of the Adjutant General  
 

I received the grievance on _______________________, which was/was not within the 7 calendar day deadline. 
(Response must be completed within 14 calendar days, with the date of receipt being day 1.) 

  Response: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         
 
 
        
 
 
 
 
 

Signature/Date____________________________________________________________________________________  
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Attachment 
  

The Adjutant General’s Department Grievance Procedure 
          State of Kansas 

 
      

          
           

 
                                                                                  Within 7 calendar days 
 
                
    
 
 Within 7 calendar days 

 
 
                   
 
  
 Within 7 calendar days 
 
 
            
 
 Within 7 calendar days 

 
 
 
 
 Within 7 calendar days 
 
 
           
           
   
 Within 14 calendar days 

          
 
 
 

 Within 7 calendar days 
 
 
 
 

  
 Within 14 calendar days 

 
          

 
 
 
 

 

Incident 

Employee brings matter to the attention of 
the Immediate Supervisor. 

Employee completes and submits 
grievance form to next level 

designated supervisor. 

Designated supervisor’s 
 written response is due. 

Employee forwards grievance to 
next level designated supervisor.  

Supervisor & employee meet. 
Supervisor provides a response. 

(Verbal or memo) 

Designated supervisor’s  
 written response is due. 

Employee forwards grievance to 
The Adjutant General. 

The Adjutant General’s 
written response is due. 

 
FINAL 

Date: 

Date: 

Date: 

Date: 

Date: 

Date: 

Date: 

Date: 

Date: 

1st Level of Supervision 

2nd Level of Supervision 
(If applicable) 

3rd Level of Supervision 
(If applicable) 

Final Level of Appeal 
(If applicable) 
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REFERENCES Secretary of Administration Memorandum 1-21-97 
 
 
POLICY  
The safety and security of employees and visitors is of utmost importance to The Adjutant General’s Department.  Threats, 
threatening behavior, acts of violence against employees or any related conduct which disrupts another’s work performance or 
the organization’s ability to execute its mission, will not be tolerated. 
 
PROCEDURES  
1. Any person who makes threats, exhibits threatening behavior, or engages in violent acts on The Adjutant General’s 

Department’s premises, may be removed from the premises as quickly as safety permits, and may be ordered to remain off 
The Adjutant General’s Department’s premises pending the outcome of an investigation. 

 
2. Off-site threats of violent behavior are also covered by this policy.  This includes, but is not limited to, threatening or 

violent behavior executed off agency premises but directed at state employees or members of the public while conducting 
official state business; and threats made via telephone, fax, electronic or conventional mail or any other communication 
media.   Person(s) involved in these acts may also be relieved of duty pending the outcome of an investigation. 

 
3. Violations of this policy will lead to disciplinary action of employees which may include, but are not limited to, suspension 

or termination of employment, and/or criminal prosecution.  In addition, if the source of the violation is a non-employee, 
the response may include, but would not be limited to, barring the person(s) from agency premises, termination of any 
business relationship, and/or criminal prosecution. 

 
4.  All Adjutant General’s Department state employees are responsible for notifying the agency (worksite) representative of 

any threats which they have witnessed, received, or have been told that another person has witnessed or received.  Even 
without an actual threat, employees should also report any behavior they have witnessed which they regard as threatening 
or violent, when that behavior is job related or might be carried out on agency premises, or is connected to agency 
employment.  Employees are responsible for making this report regardless of the relationship between the individual who 
initiated the threat or threatening behavior and the person or persons who were threaten or were the focus of the threatening 
behavior.  If the designated agency (worksite) representative is not available, employees should report the threat to their 
supervisor or another member of the management team. 

 
5.  All individuals who apply for, or obtain, a protective or restraining order which lists agency locations as being protected 

areas, must provide to the designated agency (worksite) representative a copy of the petition and declarations used to seek 
the order, copy of any temporary protective or restraining order which is granted, and a copy of any protective or 
restraining order which is made permanent. 

 
6.  The Adjutant General’s Department understands the sensitivity of this information and will protect the confidentiality of 

the reporting person(s) to the greatest extent possible. 
 

The designated agency (worksite) representative is: 
 

Name:          
 

 Dee Lowe 

Title:          
 

Director, OSHR 

Location:       
 

State Defense Building - Topeka 

Telephone:   
              

(785) 274-1393;  DSN 83-720-8393 

 
EFFECTIVE DATE: 6/98 
OPR:  Director of OSHR 
New: 6/98 
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DISCIPLINE 

 
Threats & Violence 
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Progressive Discipline Guidelines 
 
Informal Disciplinary Actions
 

:  VC-Verbal Counseling   CM-Counseling Memorandum    WR-Written Reprimand   

Formal Disciplinary Actions
 

:     S-Suspension     D-Dismissal (Other options- Demotion and Pay Decrease) 

Note: This list is not inclusive.  Greater or lesser penalties than those indicated may be imposed based on particular circumstances involved as exemplified in #3 in the  
“Policy”  section of the “Guidance and Discipline Progressive Discipline Policy.” 

 1
Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

1. Attendance: A habitual pattern of failure to report for duty at the 
assigned time and place or to remain on duty.     

a. Unexcused tardiness. (Totaling 1 hour or 4 incidents, 
whichever comes first, in a 3 month period.) This includes 
returning from breaks, meal periods and from official business 
away from the work station.)  

VC-CM WR-S (1 day) WR-S (1-2 days)  S (3 days)-D 

b. Unauthorized absence – Failure to report for work on a 
scheduled work day without proper approval or leaving work 
without proper authorization. 

VC-CM CM -S (1 day) WR- S (1-2 days)  S (3 days)-D 

c. Unauthorized absence: “No call-No show.” CM-WR WR-S (1 day) S (1-3 days)-D D 
d. Five consecutive work days of “No call-No show” grounds for 

job abandonment. (Must document attempts to contact the 
employee.) 

   D 

e. Excessive absenteeism. 
    (Guideline-The combination of a 6% or greater overall 

absenteeism rate and 5 or more incidents per 12 week period.*) 
CM-WR WR-S (1 day) S (1-3 days)-D D 

     *  Does not require a 12 week delay between each phase.      
     
2. Leave: Habitual or flagrantly improper use of leave privileges.     

a. Failure to follow established leave procedures. VC-WR WR-S (1 day) S (1-3 days)-D D 
b. Fraudulent claims of sick leave. WR-S (1 day) S (1-3 days)- D D  
c. Falsification of a medical statement. S (1 day ) - D D   

Attachment 1 
Chart 
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 1
Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

3. Sleeping on the job     
a. Posing no safety risk or security risk. CM-WR WR-S (1 day) S (1-3 days)-D D 
b. Potential safety risk or security breach. WR-S (1-5 days) S (3-5 days)-D D  
c. Resulted in injury, destruction or theft of property or a security 

breach. S (5-10 days)-D D   
     
4. Work Relationships: Failure to maintain satisfactory and 

harmonious relationships with the public and fellow employees     
a. Rude, insulting,  unmannerly or impolite acts or remarks (non-

discriminatory.) VC-S (1 day) WR-S (1-5 days) D  
b. Use of profane or obscene language. CM-S (1-3 days) WR- S (1-5 days) S (5 days)-D D 
c. Use of abusive, offensive or obscene language, gestures or 

similar conduct (non-discriminatory.) WR-S(1 day) S (1-5 days)-D D  
d. Use of insulting, abusive, offensive or obscene language, 

gestures or similar conduct (discriminatory.) S (1-5 days) S (5-10 days)-D D  
     
5. Discrimination:  Prohibited discriminatory practice in any aspect of 

employment (recruitment, selection, advancement, performance 
appraisals, disciplinary actions, training, general treatment, etc.) 

WR-S (1-5 days) S (1-10 days)-D D  

     
6. Disruption/Threats/Fighting     

a. Regular interruption to others which causes delays in 
completing work, is an annoyance or results in the employee 
being away from his/her work station a noticeable amount of 
time.  

 
VC-CM 

 
CM-WR 

 
WR-S (1 day) 

 
D 

b. Disrupting others by creating a scene or disturbance.  WR- S (1-3 days) S (1-5 days)-D D  
c. Threatening to inflict bodily harm. WR-S (1-5 days) S (5-10 days)-D D  
d. Attempting to inflict bodily harm. S (3-5 days)-D D   
e. Hitting, pushing or other acts against another without causing 

injury or property destruction. S (1-5 days) S (5-10 days)-D D  
f. Hitting, pushing or other acts against another causing injury or 

property destruction. S (5-10 days)-D D   
g. Fighting. S (5-10 days)-D D   
h. Premeditated injury to another. D    
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 1
Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

7. Inappropriate Material     
a. Displaying or possessing pictures or items of a sexual, 

pornographic or insensitive nature. VC-D D   
b. Accessing websites containing sexual, pornographic or 

insensitive material. S (5-10 days)-D D   
c. Using communication systems for sending materials of a 

sexual, pornographic or insensitive nature to others. VC-D D   
     
8. Sexual harassment arising out of, or in connection with, 

employment.     
a. Sexual harassment by  non-supervisory or management staff. VC-D D   
b. Sexual harassment by supervisory or management staff. S (5-10 days)-D D   
c. Failure of supervisory or management staff to report allegations 

or incidents of sexual harassment. VC-S (1-5 days) S (5-14 days)-D D  
     
9. Insubordination and related     

a. Insubordination: Refusal to accept a reasonable and proper 
assignment from an authorized supervisor (insubordination). WR-S (1 day) S (1-3 days)-D D  

b. Failure to cooperate in an investigation or inquiry. S (1-3 days) S (3 -5 days)-D   
c. Deliberate neglect of duty. VC-S (1 day) WR-D D  

     
10. Failure to comply with regulations, policies, procedures, 

regulations, and other instructions, etc. governing the work or 
agency. 

VC-WR WR-S (1-3 days) S (1-5 days)-D D 

a. Failure to follow written and verbal safety policies, procedures 
or instructions not resulting in injury to persons or destruction 
of property. 

WR-S (1-3 days) S (1-5 days)-D D  

b. Failure to follow written and verbal safety policies, procedures 
or instructions resulting in injury to persons and/or destruction 
of property. 

WR-D S (5-10 days)-D D  
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Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

11. Alcohol and drugs.     
a. Consuming alcohol or cereal malt beverage during paid/unpaid 

meal and mid-point breaks. VC-S (1-3 days) S (1-3 days)-D D  
b. Consuming alcohol or a cereal malt beverage while on the job 

or on state property (unauthorized). S (3-5 days)-D D   
c. Being impaired or under the influence when reporting to work 

or  while on duty. (i.e. slow or slurred speech, unsteady, 
difficulty understanding, belligerent, dilated or red eyes, etc.) 

S (1-5 days)-D D   

d. Smelling of alcohol or illegal substances. CM-S (1-3 days) S (1-5 days)-D D  
e. Possession or use of illegal substances on government property 

or while in a duty status. D    
f. Sale or distribution of illegal substances on government 

property or while in a duty status. D    
     
12. Releasing confidential or sensitive information.     

a. Breach of confidential or sensitive information – unintentional. VC-S (1 day) WR-S (1-3 days) S (5-10 days)-D D 
b. Breach of confidential or sensitive information – intentional. S (1-3 days)-D D   
c. Breach of confidential or sensitive information causing 

significant consequences to the agency, persons or property.  S (3-10 days)-D D   
     
13. Gross misconduct or conduct grossly unbecoming a state officer or 

employee     
a. Immoral conduct S (1-10 days)-D D   
b. Conviction of a criminal act S (1-30 days)-D D   
c. Using one’s position for personal gain. S (5-10 days)-D D   
d. Accepting anything of value from a person seeking contracts or 

other  business or financial gain. VC-D D   
e. Solicitation of anything of value from a person seeking 

contracts or other  business or financial gain. S (5-10 days)-D D   
f. Willful interference with the operation of the agency. S (1-10 days)-D D   

     
14. Possession of unauthorized firearms or other lethal weapons while 

on the job. D    
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 1
Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

15. False Statements      
a. False or misleading statement of a material fact in an 

employee’s application for employment or interview. S (1-5 days)-D D   
b. Deliberate misrepresentation, exaggeration, falsification, 

concealment or withholding of a material fact:  
 

  
   

• During the recruitment and selection process. 
 

D 
    

• In the course of an investigation. 
 

S (1-10 days)-D 
 D   

• In the course of performing one’s assigned duties. 
 VC-D WR-D   

c. Making false, malicious or unfounded statements against other 
staff which tend to damage the reputation or undermine the 
authority or effectiveness of those concerned. 

WR-D S (1-10 days)-D D  

     
16. Improper use of government property.  Using government 

property in duty status for other than official purposes.     

a. Minor Impact VC-WR CM-S (1 day) S (1-3 days)-D D 
b. Significant Impact WR-D S (3-10 days)-D D  

     
17. False claims and  willful abuse or misappropriation of 

government funds, time, material, property or equipment     
a. Falsification of a timesheet. WR –D S (1-5 days)-D D  
b. Making false claims for travel and other work-related expenses. S (1-5 days)-D D   
c. Making false statements, misrepresentation or fraud in 

entitlements or benefits. S (1-5 days)-D D   
d. Conducting non-agency business for personal gain while on the 

job. CM-D S (1-10 days)-D D  
e. Theft-attempted. S (1-5) days-D D   
f. Theft-actual S (3-10 days)-D D   
g. Embezzlement D    
h. Willful damage to or destruction of government property S (1-5 days)-D D   
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 1
Type 

st 2
Occurrence 

nd 3
Occurrence 

rd 4
Occurrence 

th 
Occurrence 

18. Trespassing on the property of any state official or employee for the 
purpose of harassing or forcing dialogue or discussion from the 
occupants or owners of such property. 

VC-S (1-5 days) S (5-10 days)-D D  

     
19. Political: Use of the employee’s state positions, use of  the 

employee’s time on the state job or use of government property or 
facilities by the employee in connection with a political campaign. 

 

S (1-5 days)-D S (5+10 days)-D D  

20. Complaints/Inquires/Investigations.     
a. Interference with or attempting to influence, or attempting to 

alter testimony or information from witnesses or participants. WR-D D   
b. Attempting to impede an inquiry or investigation or to influence 

investigating officials. WR-D D   
c. Retaliation against any person as a result of reporting alleged 

misconduct or filing a complaint or grievance. S (1-5 days) D   
     
21. Exhibiting other personal conduct detrimental to government 

services which could cause undue disruption or work or endanger the 
safety of persons or property of others, as may be determined by the 
appointing authority. 

    

a. Carelessness or negligence not resulting in harm to a person or 
loss of government property. VC-S (1 day) CM-S (3-5 days) S (3-5 days)-D D 

b. Carelessness or negligence resulting in harm to a person or 
destruction of government property. VC-S (1-3 days) S (1-5 days)-D D  

c. Horseplay or practical joking. VC-WR WR-S (1 day) S (1-3 days)-D D 
d. Horseplay or practical joking  causing injury or property 

destruction. WR-S (1-3 days) S (1-5 days)-D D  
e. Participating in any action that would in any way seriously 

disrupt or disturb the normal operation of the agency, 
institution, department or any other segment of government 

CM-D S (1-5 days)-D D  

f. Willful misuse or misappropriation of the property  of others. 
 WR-S (1-5 days) S (1-5 days)-D   
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Executive Directive 04-353 and Guidelines 
 
.  

 
 

To provide permanent or temporary in-grade pay increases for State employees for qualifying reasons by 
allowing the Adjutant General to move classified regular employees from one step to another step on the same 
pay grade upon the approval of the Department of Administration and move unclassified employees within 
their designated pay range upon approval of the Governor. 

 
   

 
1. In rare and compelling circumstances State employees may receive pay increases for qualifying reasons 

within the parameters described below.  
 
2. In-grade increases are to be the exception, not the rule.   

 
3. Such increases may be permanent or temporary, depending on the reason for the action.   

 
4. In-grade pay increases are not to be used for: 

a. Pay for performance. 
b. Bonuses or awards, since these are one-time issues and in-grade increases affect an employee's rate 

of pay. 
c. Where a classification and compensation study action is more appropriate. 
 

5. “Permanent” Qualifying Reasons: 
a) Correct pay inequities that could result from any number of circumstances.  As an example -- the 

need to adjust the salary of a long-term and productive employee who has seen newer employees 
appointed to a higher step because of "exceptional qualifications," promotional policies, or 
voluntary demotions. 
 

b) Counter an offer by another employer when they offer** a valued employee an increase in pay.  
This "competition" would not

** May be required to provide written documentation and/or submit a written resignation. 

 include another State of Kansas agency that offers a legitimate 
promotional opportunity.  Managers should consider whether such an increase would create other 
inequities in the work unit and balance that factor when deciding whether to request this type of 
increase. 

 
c) Retain a valued employee who would otherwise retire. 

 
d) Adjust salaries to, or close to, "market" without the need for a protracted study.  (These 

adjustments should only be considered when there is compelling need and when the number of 
affected employees is small.  Formal classification and salary study action is more appropriate in 
those instances in which salary adjustment is needed for a large number of employees.) 
 

e) Compensate an employee for obtaining a license, certification, or other type of credential 
critical to the agency's operation.  Such instances should be rare and not constitute any type of 
bonus program. 
 

f) Compensate an employee for stepping up to more challenging responsibilities without having 
to reallocate to a higher class or create a new level of classification when one does not currently 

 
Compensation -  

In-Grade Pay Increase 

POLICY 

REFERENCES 

PURPOSE 



 2 

exist.  This is not

 

 pay for performance -- it is pay for managing more responsibilities or such as 
filling in a vacant position or more complex and demanding responsibilities. 

6. “Temporary” Qualifying Reasons: 
a) Compensate an employee for temporarily stepping up to more challenging responsibilities 

without having to temporarily reallocate to a higher class or make an acting assignment.  Again, 
this is not

 

 pay for performance; it is pay for managing more complex and demanding 
responsibilities. 

b) Compensate for conditions of employment that may create a hardship for an employee, such as 
travel. 

 
c) Provide geographic or language pay differentials. 

 
d) A temporary in-grade pay increase must be for a minimum of two pay periods.  Written 

notification to the employee is required if the increase is to be temporary.  Such notice should 
clearly spell out the circumstances for which the temporary increase is being provided and must 
include the duration of the temporary increase and explain that the employee will be returned to 
his or her former step once the temporary circumstances are over. 

 
e) A temporary in-grade increase may be extended or changed to a permanent increase when 

circumstances change and the agency has submitted and received approval for the action.  Submit 
these requests in the same format as the temporary in-grade pay increase.     

 
f) For the purposes of step movement, time spent on a higher step for a temporary classified in-grade 

pay increase shall count toward the time-on-step requirements of the step from which the employee 
is moved. 

 
7. Returning from Temporary Increase. 

a) If an employee changes positions for any reason, an agency must return the employee to the salary 
step/wage the employee was on prior to the temporary increase unless: 

 
• Across-the-board classified salary step movement/unclassified merit was authorized 

during the term of the temporary increase, in which case the employee would be placed 
at the appropriate classified salary step based on time-on-step requirements/unclassified 
wage; or 

 
• The agency seeks and receives approval for another separate in-grade pay increase 

action (either permanent or temporary) based on the circumstance of the position to 
which the employee is moved. 

 
b) If neither of the two conditions above applies, the classified employee must be returned to his or 

her prior step/unclassified employees must return to their comparable wage and then, as 
appropriate: 

 
• Be retained at that salary level if the move is a transfer. 

 
• Have his or her salary increased in accordance with K.A.R. 1-5-13 and agency 

policy/practice if the move is a  promotion. 
 

• Retain or have his or her salary decreased in accordance with K.A.R. 1-5-15 and agency 
policy/practice if the move is a demotion. 
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c)  If a classification salary study action results in a change in the pay grade for any employee 
receiving a temporary in-grade increase, the conditions for the in-grade increase must be 
revisited/reconsidered. 

 
8. Extending a Temporary Increase.  A new request must be submitted. 
 
9. Temporary to Permanent Increase.  A new request must be submitted. 
 
10. Transfers. 

a)  An in-grade pay increase should only be given to an employee who is being transferred (i.e. moved 
to another position in the same or similar job classification on the same pay grade as the employee's 
current position) when: 

 
*  The transfer (within the same agency or to a different agency) requires an employee to move his or 

her residence and, without an increase in pay, the employee would lose money. 
 
*  The transfer is within the same agency and, even though the work could officially (by classification 

standards) be considered to be the same, the agency places a premium on the work/position to 
which the employee is being transferred. 

 
b) In-grade pay increases for transferred employees may be either permanent or temporary depending 

upon the reason for which the increase was given. 
 

11. Effective Dates: 
The effective date will be the first date of the pay period in which the request is received or a future 
pay period as requested by the agency. 

 
12. Funding: 

In-grade pay increases are to be funded within an agency’s existing budget.  Examples of how 
agencies could pay for these increases include: 

a)  Leaving positions open or eliminating positions, as they become vacant. 
b)  Downgrading vacant positions. 
c)  Using monies saved by filling vacant positions at a lower salary step, paying less than what was 

paid to previous incumbents. 
 
13. In-Grade Movement: 

No classified employee is to be moved to a dollar amount beyond step 15 of the pay grade to which the 
employee's position is currently assigned and no unclassified employee will be moved to a dollar amount 
beyond the maximum assigned to the respective job title. 
 

14. Updates: 
This agency will comply with any changes to the guidelines from the Division of Personnel Services or 
the Executive Directive as they are received.   
 

 
 
 

1. Internal Process 
a)  Requests are to be on the attached form and submitted to and endorsed by the respective program or 

department director.  
 

b)  The request is then submitted to the agency State Human Resource Director (SHRD). The SHRD will 
review the request to ensure its completeness and compliance with the executive directive and agency 

PROCEDURES 
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policy requirements and forward the request to a committee comprised of the Special Assistant to The 
Adjutant General (TAG) or designee, the Comptroller and one other senior manager appointed by the 
TAG for a designated period of time.  In addition, up to three (3) senior managers will be selected by 
the TAG to serve as back-ups to ensure an informed committee of three is available to act on a request 
in a timely manner.  

 
c)   The committee may request additional information or clarification on requests, past practices, etc. in 

order to make sound informed decisions. 
 
d)  The committee will recommend to the Adjutant General or designee whether the request should be 

submitted to the Department of Administration or the Governor’s Office and the amount of the 
increase.     

 
e)  When the agency decision has been made the original documents with the written decision will be 

returned to the SHRD for the external required approvals, processing of approved increases and/or 
notification to the respective director/program manager of the final approval or denial of the request.  

 
2.  External Clearance Actions: 

a) Agencies must receive approval from the Department of Administration’s Division of Budget and the 
Division of Personnel Services prior to providing an in-grade pay increase for classified employees.   

 
b)  Unclassified wages must be requested and approved by the Governor’s Office. 
 

3.  Grieveable: 
Any employee, who feels he or she has been disadvantaged by not receiving an in-grade pay increase when 
others do, or by not receiving a comparable increase when circumstances are comparable, is encouraged to 
discuss the matter with their supervisor or manager. An employee may also file a grievance within the 
agency to obtain an equitable outcome or an appropriate hearing and/or response 

 
4.  For questions or special circumstances contact State Human Resources. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

Effective Date: 07/2005 
OPR:  Director of SHR 

New:  07/2005 

Effective Date 07/2005 
OPR: Director of SHR 
New: 07/2005 



THE ADJUTANT GENERALS DEPARTMENT OF KANSAS

Deputy Chief of Staff Information Management
2800 SOUTHWEST TOPEKA BOULEVARD

TOPEKA KANSAS 66611-1287

AGKS-J6 23 May 2005

MEMORANDUM FOR State Employees of the Adjutant Generals Department

SUBJECT: Information Technology Policy

1. As we move forward in the information age with new computers, software and
network we must ensure our systems are compatible and secure in accordance with the
information security requirements in AR.380-19. The Director oflnformation
Management (DOIM) is the single point of contact for all matters pertaining to computer
systems or networks.

2. Please read and sign the State Information Technology Policy attached. The signed
copy will be placed individual personnel folders.



State Information Technolo2V Policy

Notice and Consent
Use of this Government Computer System constitutes consent to monitoring of the system. Please use this
technology responsibly. The contents and communications of this information system, including electronic
mail (E-mail) and Internet access, may be monitored for inappropriate use. Inappropriate use may result in
disciplinary action up to and including termination of employment.

Purchase and Acquisition
The Director ofInformation Management (DOIM) will review all purchases and acquisition of computer
equipment and peripherals for this agency, in order to meet user and network requirements. All offices
must coordinate with DOIM through their supervisory chain for purchase of computer systems or software
and use of personal software (e.g., use of AOL on a government laptop). Violation of this policy may
result in disciplinary actions.

Computer Use Policy
. Government provided hardware and software are for conducting official government business.

Supervisors may authorize personnel to use government resources to further professional and
technical knowledge if it is determined to be in the best interest of the agency.. You are accountable and responsible for any transmission you generate, forward, copy, or
distribute.. Electronic communications are not confidential.. Use of electronic communication (E-mail and Internet) are subject to official agency monitoring,
and misuse may result in disciplinary action or criminal prosecution.. The following activities involving the use of government computer hardware/software or network
systems are specifically prohibited:

0 Storing, processing, displaying, sending, or transmitting language or material that is derogatory,
discriminatory or offensive (e.g. hate or racist literature or symbols), obscene (pornography or sexually

explicit), or sexually harassing material.
Storing or processing copyrighted material (including cartoons) unless approved by the author or

publisher.
Activities for personal or commercial financial gain (e.g. sale of commercial or personal property).
Participating in "Chat Lines" or open forum discussion

Using another person's account or identity
Viewing, changing, damaging, deleting, or blocking access to another user's files or communications

without appropriate authorization or permission.
Attempting to circumvent or defeat security or auditing systems without prior authorization or permission

(such as for legitimate system testing or security research).
Installing, copying, storing, or using unauthorized software.
Permitting any unauthorized individual access to a government owned or operated system.
Modifying or altering the network operating system or system configuration without first obtaining
permission from the administrator of that system.

Simultaneously being connected to the local area network AND a dial-up Internet service provider (e.g.

AOL). This opens the system to outside intrusion.
Processing of classified information on any system not approved for classified information.
Connection of any non-agency owned equipment with out the written permission of the DOIM.

0

0

0

0

0

0

0

0

0

0

0

0

Prior to an individual being granted access to a government network, they will sign a statement
acknowledging they have reviewed and understand the provisions of this policy. Each
individual's immediate supervisor is responsible to ensure that this occurs prior to system access.

.

I have read and understand this policy. I understand all information, including personal information, placed
on or sent over this system may be monitored.

Signature Date



 
 
 
 
 
 

 
 
 
1. General Provisions

a. The various kinds of leave (Vacation, Sick, Military, Without Pay) are benefits provided by the State of Kansas.  
: 

 
b. The use of these benefits is dependent upon supervisory approval.  Supervisors should not be arbitrary or 

unreasonable in granting leave requests.  However, approval of leave requests is not guaranteed, even when the 
employee has leave ‘on the books’.  

 
c. Leave hours requested may be approved in full, approved partially or totally denied, depending upon the 

circumstances and the work load, staffing and commitments of the organization. 
 

d. Leave is not accrued until the end of a bi-weekly pay period (Saturday midnight) and can not be used until the 
beginning of the new pay period (Sunday 12:01 AM). 

 
 
2. Leave Requests

a. Use of accrued leave must be requested in advance, using OSHR-P2, State Employee's Leave Request Form. 
: 

 
b. In cases of emergencies and/or unexpected incidents which require immediate attention, leave must be requested 

via a telephone call to the immediate supervisor within thirty (30) minutes of the scheduled work shift or as 
otherwise designated by division, worksite, unit or immediate supervisor.   
• Calls must be made by the employee to his/her immediate supervisor, second level supervisor or other 

designee.   
• Calls are not be made to, or accepted by, co-workers.   
• Calls will not be accepted from family members or friends unless the employee is incapacitated.  
• The leave request form must be completed no later than the first day the employee returns to work.   
 

c. With the exception of pre-scheduled vacation, overtime compensatory and holiday compensatory leave and the 
discretionary day, all leave requests must indicate a specific reason for the leave.  The reason must be entered in 
the appropriate block on the leave request form – flat tire, pipe burst, broke arm, etc.   
 

d. The reason “Sick” is not enough.  The reason must state the type of illness or circumstance – Dr. appointment, 
flu, head cold, etc.   

 
 

3. Sick Leave
a. Sick leave may not be used for any reason other than an employee’s illness and doctor’s appointments and 

illnesses and doctor’s appointments of family members, which reasonably require the employee to be absent from 
work.  

:  

 
b. Sick Leave usage of three or more consecutive days requires a statement from a physician.   

 
c. An individual may be required to provide a physician's statement for any request or period of sick leave usage. 

 
d. Sick Leave may not be used as a substitute for Vacation Leave and/or Leave Without Pay (LWP). 

Subject:   Leave-General  
Reference: K.A.R. 1-9  

01-01 

State Human Resources Bulletin 



 
4. Military Leave (MIL)

a. MIL is authorized for employees that are members of a reserve component.  Twelve days of Military Leave are 
authorized per calendar year for “active duty training purposes”.   

:  

 
b. It is the responsibility of the employee to provide his/her supervisor with military orders for ‘active duty for 

training’, in advance, to accompany the State of Kansas Time and Leave Document (timesheet) and leave request 
form. 

 
c. When orders are not provided in advance, the employee must provide them prior to MIL being approved and 

entered onto the employee’s timesheet. 
 

d. Not all military orders meet the requirements for use of MIL leave.  In those cases the employee may request use 
of other leaves (with the exception of sick leave), the discretionary day or LWP.  

 
 

5. Leave Without Pay (LWP)
LWP will not be authorized except under extenuating circumstances and must be requested in advance (except for 
emergencies or unexpected incidents) using the OSHR-P2 Form.   

:  

 
 
6. Unauthorized Leave

a. When any, or all requested leave is unauthorized/denied and the employee does not report or stay at work, the 
employee will be considered ‘Absent Without Leave’ (AWOL).  This means the employee may not use leave or 
their Discretionary Day. 

:  

 
b. Additionally, the employee may be subject to informal and formal disciplinary actions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
State Human Resources Bulletins are designed to provide a quick reference and/or clarification on state or federal 
regulations or laws and serve as operating procedures and practices until more formal, detailed agency policies and 
procedures are published.  

03/01 
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When feasible, employees injured on or off the job, will be provided an opportunity for light duty on a temporary basis.  
This should assist: a) employees return to full duty more quickly, b) worksites complete required responsibilities and c) the 
agency contain workers’ compensation costs. The opportunity for light duty is not a right and there is no guarantee of light 
duty or the continuation of light duty. 

 
 

  
 

1. An employee with temporary restrictions must provide the worksite with a completed Temporary Work Capacities 
Form (TWC) signed by a licensed medical professional describing the specific temporary restrictions and the expected 
duration of those restrictions.  If there are questions concerning the restrictions, the State Human Resource Office 
(SHRO) will clarify them with the licensed medical professional.  That clarification process may delay a light duty 
decision. 

 
2. In determining if light duty is feasible, various factors are taken into consideration, i.e: the type and length of the 

restrictions, the background and skills of the individual employee, the parts of his/her regular position which can be 
performed within the restrictions, availability of productive light duty in other sections of the worksite or agency, the 
amount of time to complete any potential light duty tasks, the number of employees already on light duty, length of time 
to train an individual on a light duty assignment, budgetary impact, staffing, etc.   

 
3. The employee, supervisor and/or other management personnel may need to go over individual tasks and discuss the 

likelihood of the employee performing each task safely, competently and in a timely manner.   
 

a. If the supervisor, worksite manager or appropriate management designee determines that light duty can be 
accommodated and the Temporary Work Capacities (TWC) form* is at the worksite, the designee may 
complete the Agency Only-Worksite section and forward it to SHRO for its records.  

 
If the form is not at the worksite, the following information is sent to SHRO for its records: Name of 
employee, Light Duty Start Date, End Date, Work Schedule, Duties and Location of light duty. 

   
b. If the worksite does not have light duty or does not recommend accommodating light duty, the reasoning for 

that decision is submitted to the SHRO Director. If the Temporary Work Capacities (TWC) form* is at the 
worksite, the management designee may complete the Agency Only-Worksite section and forward it to SHRO 
for review. 

 
If the form is not at the worksite, the reason(s) for not placing an employee on light duty is sent to the Director 
of SHRO. 

 
c. If SHRO does not agree with the recommendation of “no light duty,” the director will contact the respective 

directorate/division director to resolve the issue.  
 

4. a. Unless otherwise approved for extenuating circumstances, the amount of time spent working on light duty is 30 
calendar days.   

 
b. The 30 day period commences with the first day the employee is placed on a light duty assignment.   
 
c. However, longer periods of time, up to a total of three (3) months, may be approved in consultation with SHRO 

Director, if it appears to be in the best interest of the agency.  
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5. An employee on light duty must be productive.  If there are only four (4) hours of light duty work available each day, 
then the employee would only be scheduled four (4) hours a day. At no time is an employee to be placed on light duty 
and have nothing or very little to do.   

 
6. Light duty can be continuous or intermittent based on the needs of the agency.    

 
7. An employee on light duty may be reassigned to another light duty assignment, within or outside their directorate, at 

any time as determined by management. 
 

8. A light duty job may be performed by one employee or divided among several employees at the discretion of worksite 
management. 

 
9. If a light duty assignment is on a different shift, the worksite may need to provide the employee an opportunity to make 

arrangements in their personal life before beginning light duty. 
 

10. a.  Employees may be removed from light duty assignments if they are not performing at an acceptable level or for other 
sufficient reasons, such as unacceptable attendance while on light duty, budget constraints, etc.   

 
b.  The determination of removing an employee from light duty is made by the manager or designee after the employee 

has been informed of the deficiency and given an opportunity to improve. If there is no immediate, acceptable level 
of improvement, the management designee will evaluate the situation and make a determination regarding the 
continuation or reassignment of light duty.  

 
c. If it is determined to remove (or reassign) an employee from his/her light duty assignment, the employee will be 

advised and a brief written notice explaining the action and when it occurred is sent to SHRO for its records.  
 

11. Any employee not complying with his/her restrictions will be removed from light duty. The manager or designee, after 
evaluating reports of noncompliance, will make a  determination whether an employee has or has not complied  with 
his/her light duty restrictions and whether or not he/she will continue on that light duty assignment.  

 
12. Employees with permanent restrictions which could affect the performance of essential functions of their job will be 

evaluated by SHRO for coverage under the American with Disabilities Act (ADA).  If it is determined that an employee 
is covered under the ADA, SHRO will contact worksite management and the employee to explain that process.  

 
13. Any exceptions to these procedures may be requested and approved by the Director of SHRO.  The merits of which will 

be taken on a case-by-case basis.  
 
OPR:  Director of SHRO 
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1. To recruit and select the most qualified, suitable, highly effective employees in a timely manner.  
2. To comply with applicable state and federal equal employment and civil service related laws, statutes, regulations and 

guidelines and sound interviewing and selection practices.    
3. To provide fair and consistent access to jobs and promotional opportunities.  
4. To utilize selection processes that fairly assesses the capacity and fitness of applicants to perform specific duties.  
5. To provide consistent and equitable starting and promotional wages.  
6. To maintain appropriate and sufficient documentation.    

 
 
 
 

1. Benefits Eligible Positions:  Positions which are established to work 20 or more hours per week.  
 

2. Transfer:  Changing from one position to another position with a close similarity of duties, essentially the same basic 
qualifications and the same pay grade. (This does not apply to changes from unclassified to classified positions.) 

 
3. Division Director: The position designated as fully responsible for a large or significant organizational unit, including 

funding. 
 

4. Classified Positions:  Classified positions have protection under the Civil Service Act. An applicant for a classified 
position must meet the minimum requirements for the position to be certified as eligible for the position. From the 
certified list of eligible candidates, agencies select a group of candidates to interview for the position. If selected, the 
successful applicant is placed on the pay matrix in the pay grade that is assigned to the job class. Once a classified 
employee completes an original probationary period and attains permanent status, he or she has appeal rights to the Civil 
Service Board if disciplinary action is taken against them.  

 
5. Unclassified Positions:  Employees in unclassified positions, in most cases, are selected by the appointing authority and 

approved and appointed by the Governor. Employees in unclassified positions do not have appeal rights to the Civil 
Service Board and are considered to be "at will" employees. These employees are not placed on the pay matrix but are 
paid at a salary approved by the Governor.  

 
  
  
 

1. Vacancies

 

:  Vacancies occur when a new position has been officially established or an employee officially separates 
from an existing position.   

A.  Resignations from the Adjutant General’s Department.  
(1) The employee completes and submits a “Notice of Resignation” form to management, preferably the 

immediate supervisor.  
 
(2) The immediate supervisor: 

• Completes an “SHRO Transaction Request Form” (referred to as the Green Sheet),  
• Attaches the written resignation to it,  
• Obtains the Division Director’s signature and  
• Submits it to State Human Resources Office (SHRO). 
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B. Voluntary Transfers and Demotions 

(1) The employee provides a written, signed statement to management, preferably the immediate supervisor, 
requesting the desired action. 

(2) The immediate supervisor may approve or disapprove the request.  If approved, the supervisor: 
• Completes a Green Sheet,  
• Attaches the employee’s signed transfer or demotion request,  
• Obtains the Division Director’s signature and  
• Submits it to SHRO for approval. 

 
C. Employer initiated position separations:  

(1)  Competitive promotions, competitive or management initiated transfers, or competitive demotions require 
the internal hiring supervisor to complete and submit a Green Sheet to SHRO as described above.   

(2) Dismissal and Job Abandonment.  The immediate supervisor requests termination by completing a Green 
Sheet as described above accompanied by supporting documentation to the SHRO director.  The Adjutant 
General (or designee) is the only one with the authority to dismiss an employee and may do so after 
following the appropriate process.   

 
2.  Pre-Advertising

A.  Funding Verification. Funding is to be verified with the Comptroller’s Office or designated funding 
controller, even when replacing an existing position.  This is done in order to ensure that there continues to be 
adequate funding for the position as changes in budgets, use of Federal or State money or other payroll 
expenses could affect the availability of funding.  (A request to fill should only be submitted to SHRO after the 
verification of available funding.)  

: 

 
B.  Position Description Review. 

 (1) The immediate supervisor reviews the most recent position description to ensure it adequately reflects the 
work performed.  

(2)  If the duties have changed, the position description is rewritten and submitted to SHRO for review.  
a)  If the position is “classified” and it appears reallocation may be appropriate, additional 

information is gathered and a request for reallocation is submitted to the Division of Personnel 
Services. 

b)  If the position is “unclassified” and it appears a title change may be appropriate, additional 
information is gathered and submitted to SHRO for a title code determination. 

 
(3)  In addition to job tasks, position descriptions should reflect:  

a) Job-related minimum qualifications 
b) Desired qualifications and/or special knowledges, abilities, skills and/or personal characteristics, 
c) Any specialized requirements, i.e. required licenses, types of security clearance, drug screens, 

physical abilities, etc., and  
d) Any post employment requirements, i.e. completion of required training or certifications within 

pre-established timelines.  
 

C.  Transfer Option.   
(1) With SHRO approval, worksites/program/units may post an internal transfer opportunity within a 

respective organizational unit.  This allows for the changing of shifts, work schedules, locations, job 
tasks, etc., among existing staff of the same job title.  After any transfers are approved, the position that 
is ultimately vacant will be formally advertised.   

 
(2)  When doing this, a written posting of a transfer opportunity is to be placed in a conspicuous place(s) 

and/or all eligible employees personally advised of the transfer opportunity.   
a) If posting, a deadline must be specified.  
b) If directly contacting all eligible employees, the supervisor or designee will either provide SHRO 

with a written statement verifying that all appropriate employees were contacted or list of those 
employees contacted with the dates and times of the contacts.  This is to be done prior to the 
approval of any transfer. 

 
(3)  Management is not obligated to approve a transfer request.   

 

http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
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D.  Voluntary Demotion Option.  Occasionally, for personal and/or work related reasons (i.e. shift, work schedule, 
travel, etc.) an employee desires a demotion.  An employee must submit a written request to the supervisor.  The 
supervisor, with the approval of their chain of command and SHRO, may grant the request if it is believed to be 
in the best service of the agency.  If approved, the position vacated by the employee will be submitted for 
advertising. 

 
E.  State of Kansas Classified Employee Preference Program. The State Employees Preference Program, K.A.R. 1-

6-23, for classified positions will be followed prior to consideration of any other hiring options.   
 

   
3.  Initiating Advertising: Complete the “Green Sheet.”  

A. Select “Advertising.”   
 

B. Advertising options: Generally vacancies will be open to both internal and external applicants. However, if a 
sufficient number of suitable Adjutant General Department state employees and/or other state employees are 
anticipated, the advertising may be restricted.    

(1) *AG Dept. - Open to all present State employees of the Adjutant General’s Dept. only. 
(2) *Statewide Internal – Open to all State employees. 
(3) *Public – Open to anyone. (Select this option to be able to consider Guard members.) 
(4)   Paid Ads (i.e., employment websites, newspapers, trades publications) – Designate specific 

advertising sources.  (The cost of ads is paid for by the respective worksite.)  
 

* Generally all job postings are placed on the State of Kansas website at no cost to the worksite. 
 

C. Remarks: List any special qualifications or job perks in the “Remarks” section of the Green Sheet located towards 
the bottom of the form  

 
D. The Green Sheet is signed by the supervisor and the respective division director.  By signing, these individuals 

verify that the position description still adequately describes the position, the minimum qualifications as stated on 
the position description are accurate, that funding is still available for the position and there is money for any paid 
advertising desired. 

 
E. The Green Sheet is then submitted to SHRO (with an AGO 503 form if paid advertising is desired).  In addition, a 

copy of the most current position description is to be submitted electronically to SHRO.  (This may be waived for 
worksites with multiple, identical positions if an electronic copy is already on file in SHRO.)    

 
4. Posting/Application Periods

A. The minimum period for accepting applications is seven (7) calendar days.  A longer period may be requested or 
the application period may be “open continuously” and then closed at a future date without notice. 

: 

B. All internal vacancy lists distributed by SHRO must be posted in an area that can be viewed by all employees 
and/or distributed to all employees.  

C. Application periods may be extended or late applications accepted as determined by the supervisor and SHRO.  
 

5. Ads
A. If paid advertising is desired, the supervisor submits an AGO 503 form with the 

:  
Green Sheet and SHRO will 

forward it to the State Comptroller’s Office. 
 

B. The supervisor in collaboration with SHRO will determine the final placement of ads.   
 

C. SHRO will draft ads, forward them to the supervisor or designee for review and approval and submit them to the 
selected source(s).  All ads need to include special requirements, i.e. valid driver’s license, KBI and other security 
clearance checks, drug screens, etc. 

 
D. SHRO or the advertising vendor(s) will provide specific cost information to the worksite.   

 
E. The cost is to be approved by an authorized worksite or program staff member prior to running an ad.   

 

http://kansastag.ks.gov/AdvHTML_doc_upload/ClassifiedEmpPref.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
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6. Employee Preference Program: Vacancies in regular classified positions are subject to the Employee Preference 
Program (EPP) as outlined in K.A. R. 1-6-23.  Therefore, when a classified position is advertised there is the possibility 
that the position will be filled by an EPP individual without competition.   

 
 

7. 
A. Once the application deadline has passed, SHRO reviews application materials, checks for minimum 

qualifications and then notifies the supervisor of the number of qualified applicants including those with 
verified Veteran’s Preference*. 

Evaluation of Applications 

B.  Veteran’s Preference (VP):  K.S.A. 75-2955 
(1) Classified positions: Per K.A.R. 1-6-21, any applicant applying for a regular classified position who 

meets the civil service minimum qualifications for the position and the State’s personnel definition 
of a “veteran” will be granted an interview unless the veteran was dismissed or did not resign in 
good standing from state service. 

(2) Unclassified positions.  Although applicants for unclassified position are not covered under K.A.R. 
1-6-21, the agency will attempt to meet the intent of veteran’s preference for unclassified vacancies.  
Since many of our applicant pools include a significant number of qualified veterans, it would not 
be feasible or practical to interview every veteran.  Therefore, we will meet the intent by the 
following: 

 
• Any applicant applying for an unclassified position who meets the minimum qualifications 

for the position and the State’s regulation definition of a “veteran” will be granted an 
interview as described above except in cases where it would not be feasible to interview 
every qualified veteran due to the number of qualified applicants who are veterans.   

• In those cases VP will be given to qualified veterans by adding bonus points to their 
screening scores.  Bonus points will equal 5% of the total number of points possible on the 
screening mechanism.  (Example: A 100 point screening mechanism would add 5 points to 
the veteran’s screening score.)   

• The agency reserves the right to not consider veterans who: a) have been previously 
interviewed and b) have unacceptable references and/or work history. 

 
Note:  The hiring process will not be delayed waiting for receipt of DD-214s to verify VP. 

 
8. Screening for Interviews

 

:  If further screening is desired, SHRO and the immediate supervisor will develop a job 
related, written screening mechanism and screen candidates for interview.  SHRO will notify those applicants not 
selected for interview. 

9. 
A. Selection instruments may include ratings of training, experience, and other qualifications; written tests; 

performance tests; interviews; physical fitness tests; assessment center evaluations; medical examinations; or 
other selection procedures related to the work of the vacant position. For classified vacancies, the agency shall 
make all selection instruments, procedures, records, or other selection materials available to the Director of the 
State Division of Personnel Services upon request. 

Selection Instruments - Interview Questions/Work Sampling Exercises, etc 

 
B. Interview questions and other selection instruments are to be drafted by the supervisor in the standard format 

(Appendix C), with assigned point values.  SHRO will provide assistance, sample questions and/or “A Guide to 
Interviewing” (Appendix B) upon request.  (See Appendix C for examples of behavioral and performance skill 
questions.) 

 
C. The point values for each question are to reflect that question’s or series of questions overall value/importance to 

the respective job. 
 

D. There are mandatory questions which supervisors are to include when drafting a set of questions. (Appendix C.) 
 

E. Selection instruments are submitted to SHRO for review and approval prior to interviewing. Although not 
required, it is most helpful in evaluating responses to have the desired answers for each question in writing prior 
to interviewing.   

 

http://kansastag.ks.gov/AdvHTML_doc_upload/ClassifiedEmpPref.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/ClassifiedEmpPref.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/C1-MandatoryIntQuest.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/StandardIntQuestFormat.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/B-GuideInt.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/BehavioralIntQuest.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/C1-MandatoryIntQuest.pdf�
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F. SHRO reviews the questions to ensure that there are no illegal or improper questions, that the correct minimum 
wage is quoted and that any less traditional selection instruments (i.e. work sampling) will be properly used. 

G. Upon request SHRO will also review the selection instruments for job relatedness, compliance with legal 
standards, potential to distinguish the mo knowledgeable and/or desirable candidates from those least 
knowledgeable and/or desirable. 

 
H. Applications will not be released to the supervisor until selection instruments are approved by SHRO. 

 
I. If the interview questions are identical to those approved for the same position the previous time it was open, the 

supervisor may state in the Remarks section of the Green Sheet and not be required to submit another set of 
questions.  

 
Option: On an approved exception basis, a supervisor may opt to not assign point values or have the selection 

instrument reflective of items listed in B, C and G above.  In doing so the supervisor then accepts full 
responsibility for any repercussions that may occur.   

 
10. 

A. The immediate supervisor provides the names of the team to SHRO.   
Interview Teams 

 
B. Generally, the interview team consists of three (3) interviewers who are at higher wage ranges than the position 

being filled.  All interviews must be conducted by the same team members.  Substitutions cannot be made once 
interviews have commenced.  If a team member is unable to complete all the interviews, his/her score sheets will 
not be used and the selection will be based on the scores and assessments of the remaining interviewers. 

 
C. The chairperson of the interview team is the immediate supervisor.   

 
D. Other members of the interview team should, as much as possible, be reflective of the applicant pool and 

workforce with respect to gender, race, etc. 
 

E. Interview team members may be individuals outside this agency, i.e. staff from other state agencies or 
community entities that work closely with the position being filled or are considered subject matter experts. 

 
F. When internal applicants are in the interview pool it is recommended that one member of the team be an 

individual who is not part of the immediate organizational unit and who does not know or work with the 
applicants being interviewed.    

 
G. SHRO will assist in securing non-agency interview team members upon request.   

 
11. Interview Packets.  Once the candidates for interview are selected and interview questions finalized and approved, an 

interview packet will be provided to the supervisor.  The packet will contain all the necessary interview materials, 
including the applications of those to be interviewed and “Guide to Interviewing.”   

 
12. 

A. The immediate supervisor is responsible for selecting the dates and times of the interviews, securing a location 
and scheduling candidates.  Candidates should have at least a two (2) day notice of interview dates.  

Scheduling Interviews 

 
B. When scheduling interviews, the following must be documented: dates and times of candidate contacts and 

attempted contacts, any messages left and by what means messages were left, i.e. answering machine or name of 
person taking message.  SHRO is to be notified of any candidate unable to be reached for interview.  If time 
permits the supervisor may send written notifications of the interview date and time. 

 
C. When scheduling, candidates should be informed to arrive approximately 15-20 minutes prior to their scheduled 

interview time in order to sign forms, read the position description and organizational information and/or 
familiarize themselves with the interview questions. If work sampling exercises are being utilized, candidates 
should be advised as to how much earlier to arrive in order to ensure there is a reasonable amount of time to 
complete the exercises. 

 
D. If a candidate cannot interview when originally scheduled and requests an alternative date and/or interview time, 

if at all possible the interview team should try and accommodate the candidate with at least one alternative time.  

http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/B-GuideInt.pdf�
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In circumstances where an alternate day and/or time are not possible, the supervisor should notify SHRO 
immediately. 

 
E. If a candidate is late, calls the day of the interview requesting a reschedule or is a “no-show” and calls later to 

request another interview, the granting of another interview is at the discretion of the interview team. 
 

F. Phone interviews are permissible.  SHRO must be notified in advance in order to advise on proper procedures. 
 

. 
13. Pre-Interview  

A. Interview Team: 
(1) Interview team members are required to sign and abide by the Confidentiality Agreement.  

 
(2) Interviewers need to review each application prior to the interview to determine if there are any questions 

regarding the information, or lack thereof, in an individual’s application materials. Members should then 
request specific clarification from the candidate as opposed to making personal assumptions.  Interviewers 
should do this prior to the conclusion of the interview. 

 
(3) Common areas of clarification include: reason for leaving previous positions, more thorough description of 

duties performed, breaks in work history, names of immediate supervisors and phone numbers, etc. 
 
(4) Each interview team member will be provided a set of identical questions which contains space for 

documenting and scoring the content of the candidates’ responses. 
 
(5) Interviewers are to familiarize themselves with the questions and determine by whom each question will be 

asked. To maintain a fair playing field, interviewers should adhere to the same rotation and ask the questions 
in the same manner throughout the interview process. 

 
(6) When reviewing the questions prior to the first interview, there is a new question(s) the team wants to ask, 

they are to contact SHRO for approval.  If approved, the question(s) is to be asked to all applicants.  
 

B. Candidates: 
Upon arrival, candidates are to: 

(1) Sign a Release of Information form, Adjutant General’s Department-State Application Supplement, 
State of Kansas Tax Clearance Form,  Security Clearance Form (and any other forms required of 
that particular position);  

 
(2) Be given the position description and selected policies to read; and  

 
(3) Usually be given an applicant version of the interview questions which does not contain scoring 

information.   
 

Note: Candidates may make notes on their copy of the interview questions and take them into the interview.   
 Upon completion of the interview, the questions must be returned to the interview team. 

 
14. 

A. Interviewers should make candidates feel at ease and make the interview more like a conversation than a rigid, 
verbal inquiry. 

Interviews 

 
B. Team members should ask any questions they have over a candidate’s application materials.  Common questions 

may include: reasons for leaving previous positions, more thorough description of duties performed, breaks in 
work history, names of immediate supervisors and phone numbers, etc. 

 
C. Interviewers should maintain eye contact with candidates throughout the entire interview so as to avoid 

candidates talking to the tops of heads.  
 

D. Interviews are to be conducted in a consistent and legal manner.   
 

http://kansastag.ks.gov/AdvHTML_doc_upload/ReleaseOfInfo.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/ReleaseOfInfo.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Nep%20Form.pdf�


 7 

E. Interview team members may ask follow-up questions to a candidate’s response in order to gain clarification of 
the response. 

 
F. Interviewers need not document verbatim each applicant’s response but rather jot down enough of an answer to 

remember the content and essence of the response and to help assess the quality of responses consistently among 
the candidates. 

 
15. 

A. Team members total their respective points on each candidate, rank order them and record them on the 
“

Post Interview 

Interviewer Ranking” ( referred to as the “Orange Sheet”) form and then discuss differences in rankings and 
points among the interviewers. 

 
B. Selections should not be based on scores alone.  Other factors may include, but are not limited to: position 

related communication skills, work history, specific experience, specific education & training, reference check 
results, skills of existing staff, professional appearance/hygiene, etc.   

 
C. After those discussions the team decides which candidate(s) will have reference checks performed.   

 
D. The team may also decide on their top choices in rank order in case the top candidate’s references are not as 

favorable as desired. 
 

16. 
A. Employment reference checks are required to be completed on the top candidate(s). (See State Employee 

Reference Checks Required 

Reference Check form often referred to as a “Blue Sheet”)  
 
B. Only job references from a supervisor, someone in the management chain or a human resources office are 

acceptable.  Personal references and those from co-workers are not acceptable and should not be considered.   
 

C. Generally reference checks are done covering the previous 10 years, on jobs which are directly related to the 
work performed in the vacant position and for any State job held by a candidate.   

 
D. In cases where the supervisor is unable to obtain a pertinent reference after concerted efforts SHRO is to be 

contacted for possible alternative reference sources.  The attempts by the supervisor to obtain references should 
be recorded on a Blue Sheet and returned with the interview materials to SHRO.  If possible, SHRO will also 
attempt to secure the information and provide a report to the supervisor.  

 
E. If there are any difficulties obtaining a reference from a state agency, SHRO should be notified immediately.  

SHRO will make the necessary contacts for the reference to be obtained. 
 

F. After the reference checks are completed a final selection recommendation is made. 
 

17. 
A. A 

Selection Documentation 
Candidate Interview Record form (referred to as the “Yellow Sheet”) is then completed by the supervisor.  

This form must accurately reflect the primary, distinguishing reason(s) for the selection or non-selection of each 
candidate, as well distinctions between candidates placed on an order of merit list.* 
 

*  If desired, a notation (or an attached order of merit list) specifying the priority order of applicants may be 
included on the Yellow Sheet in case the first candidate does not accept the job or if additional vacancies are 
anticipated in the near future. 

 
B. A Green Sheet is also completed on the selected candidate(s) and signed by the supervisor and the Division 

Director.  In doing so, they are taking responsibility that the reasons noted on the Yellow, Orange and Blue 
sheets are accurate and verifiable. 

 
C. If the recommended wage rate is greater than the established minimum wage rate, a written justification for the 

higher rate must accompany the Green Sheet including a statement that there is adequate funding for the higher 
rate. 

 
D. All forms, as well as all interview materials, are returned to SHRO.   

http://kansastag.ks.gov/AdvHTML_doc_upload/InterviewRanking-Orange.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/ReferenceCheck-Blue.pdf�
http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
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E. If a selection is not made from those interviewed contact SHRO for options. 

 
18. 

A. SHRO will ensure all selection related materials are returned, agency policies and procedures followed, no 
nepotism issues need addressed, the requesting starting wage is correct and justified, and that appropriate 
reference checks were completed.  

Human Resource Review/Approval/Processing 

 
B. If there are routine questions, omissions or other issues, SHRO will contact the chairperson of the interview team 

and/or other members of the team to attempt to resolve the concerns in an expeditious manner. 
 

C. If there are issues with a wage rate, SHRO will call and discuss the issue with the Division Director or designee.  
If an agreement is not reached, the issue is forwarded to The Adjutant General for a final decision. 

 
D. Requested hire or promotional wage rates for unclassified appointments which are greater than those pre-

approved by the Governor, must be submitted by SHRO to the Governor’s Office for approval.   
 

E. Once an appointment has been approved, SHRO will notify the supervisor to contact the candidate of choice.   
Job offers (and wage rates above the established minimums) are not to be made until approval has been 
obtained. 

 
19. 

After receiving approval from SHRO, the supervisor will contact the candidate(s) of choice and given a conditional offer 
of employment, and if necessary, make arrangements to have the candidate complete the necessary paperwork and be 
fingerprinted for the appropriate security clearance for the position.   

Offering a Job 

1. Individuals selected for employment will be given a conditional offer of employment pending the results of their 
SAC/NAC.   

2. Results of the SAC/NAC.  Individuals who receive: 
A. A ‘Favorable’ result and only need a SAC/NAC may begin work according to the information listed under 

“Starting Dates” below.. 
B. A ‘Favorable’ result and require a NACI will be given a tentative start date pending the results of their NACI. 
C. A ‘Favorable’ result and require a Secret or higher level clearance will be given a tentative start date 

pending electronic submission of their background information on e-QIP.  
D. ‘Concerned’ result will be requested to provide additional information and/or documentation. 
E. ‘Unfavorable’ results will have their conditional offers of employment or their potential association with the 

agency withdrawn. 
 

20. 
A. New hires to the State may begin work until on any day; however hiring the last few days of a pay period is 

discouraged.   

Starting Dates 

 
B. Present state employees moving to or from the same type of position with respect to benefits (i.e. 999-hour or 

position with benefits) and overtime eligibility (i.e. exempt/salaried or non-exempt/hourly), must start at the 
beginning of a workweek, preferably at the beginning of a pay period. 

 
C. Present state employees moving to or from a different type of position with respect to benefits (i.e. 999-hour or 

position with benefits) and overtime eligibility (i.e. exempt/salaried or non-exempt/hourly), MUST start at the 
beginning of a pay period. 

 
21. 

A. The supervisor will contact SHRO with the hire date and coordinate a time and date for the “signing in” process.  
Post Job Offer 

 
B. SHRO will provide written notification to all non-selected candidates. 

 
C. Announcement of the selected candidate(s) should not be made until notification of all non-selected candidates 

has occurred. 
 

D. Note: If additional openings occur in the same position classification/job title after a selection has been 
completed, additional candidates may be hired from the previous set of interviews, if the selection occurs within 
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60 days of the closing date or last accepted application (whichever is longer).  The 60 day limit may be extended 
for the filling of unclassified positions but not to exceed 90 days unless there are compelling reasons and SHRO 
approves the request. 

 
22. Summary of Supervisor’s Responsibilities

A. The immediate supervisor (or designee) is responsible for: 
: 

(1) Submitting the Green Sheet for separations and recommended selections with any appropriate 
supporting documentation through the designated chain of command to SHRO. 

 
(2) Submitting a current position description. 
 
(3) Ensuring that adequate funding is still available through the designated chain of command. 
 
(4) Drafting interview questions, work sampling exercises or any other desired selection instruments and 

submitting them to SHRO for approval. 
 
(5) Assisting with the screening of applicants, if necessary. 
 
(6) Securing an interview team. 

 
(7) Selecting the location, dates and times of the interviews 

 
(8) Scheduling candidates for interview. 

 
(9) Conducting interviews.  

 
(10) Facilitating the discussion and selection recommendation. 

 
(11) Performing post-interview reference checks on the top applicant(s). 

 
(12) Making a recommendation for hire by completing the appropriate paperwork and returning all selection 

materials to SHRO through the designated chain of command for approval. 
 

(13) Providing additional follow-up as requested by SHRO. 
 

(14) After receiving approval from SHRO, making the job offer and setting a start date. 
 

(15) Contacting SHRO with the starting and scheduling a “Signing In” time. 
 

B. Supervisors not complying with this policy or choosing any of the designated options accepts full responsibility 
for any repercussions that may occur and may have greater restrictions placed on them for filling future 
vacancies. 

 
23. Any exceptions to this policy and its procedures may be requested and approved by the Director of SHRO.  The merits 

of which will be taken on a case-by-case basis.  
 
 
EFFECTIVE DATE: 12/2006; Rev: 4/2010 
OPR:  Director of SHRO 

http://kansastag.ks.gov/AdvHTML_doc_upload/Green%20Sheet.pdf�
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DoD 5200.08-R, Change 1 5/27/2009 
DoD 5200.2-R, June 2002 (Draft) 
NGB Executive order 10450, 27 April 1953 
NGB Regulation, AR 25-2, 11 November 2003 
NGB Memorandum 14 April 2004 
Army Regulations 25-2 Chapter 4, section V 
 

  
 
 
1. In order to comply with United States Department of Defense (DoD) requirements and ensure the safety and security of the 

missions, programs, property and employees of the Adjutant General’s Department, employees and volunteers must obtain 
and maintain the level of security clearance assigned to their respective work. 

 

    * SAC is the term used by the Army Guard and NAC is the term used by the Air Guard 
 
 
2. For each position/individual a level of clearance will be determined by the respective Security Manager in conjunction with 

the respective division director or worksite manager. 
  
3. If clearance levels or the respective criteria change, individuals must meet the new standards. 

 
4. Persons must receive a favorable NAC/SAC before they can begin working/volunteering. 

 
5. Prior to being appointed to any position/association requiring a higher clearance level than an individual presently 

possesses, he/she must complete and submit the appropriate background information for the higher level background check. 
 

6. A clearance decision can be overturned at any time, if at a later date, it is revealed that a person lied or concealed 
information during any part of the clearance process. 

 
 
 

Sensitivity 
Level 

Type of Clearance Type of 
Check 

Job Criteria Guidelines.   
 

N/A 
 

Suitability Determination 
(None or Confidential) 
 

SAC  
or    
NAC* 

Minimum for every State employee & volunteer. This 
includes temporary and seasonal persons. 

Nonsensitive Suitability Determination 
(None or Confidential) 
 

NACI Minimum for every State employee & volunteer with access 
to the computer network. This includes temporary and 
seasonal persons. 

Noncritical 
Sensitive 

Secret (S) ANACI Minimum for persons, who in the normal course of their job 
have access to, or need access to: 
1. Classified information.  
2. Information on, including the movement of, senior 

leadership. (TAG and other Generals) 
3. Schematics and detailed designs of the buildings on the 

Joint Forces Headquarters Complex. 
4. Social Security Numbers, other confidential personal 

information, or confidential agency data or information. 
5. Information Technology network administrative rights. 

Critical 
Sensitive 
     & 
Special 
Sensitive  

Top Secret (TS) 
 
           & 
 

 

Single Scope Background 
Investigation (SSBI) 

SSBI Persons  
1. With unrestricted access to computer network data centers  
2. With access to a certified Sensitive Classified Information      

Facility (SCIF.)  
3. With access to sensitive national security information 
4. Others required by the TAG, DoD &/or  Security Mgrs 

SECURITY -  
Security Clearances            

Policy 

References 

TAG – State Human Resources Policy and Procedures 
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7. The type of clearance and/or background investigation for: 
A. Benefits eligible employees will be identified in the State position description form DA 281-2. 
B. Non-benefits eligible employees will be identified on the SHRO Transaction Form (Green Sheet.) 
C. Volunteers will be identified in a memo from the supervisor notifying the State Human Resource Office (SHRO) of 

the future volunteer. 
 
8. Persons already possessing a valid national security clearance recognized by the DoD will not need a new SAC/NAC, 

NACI or ANACI equivalent.  Valid military clearances remain active for two (2) years after separation. Any equivalents 
must be submitted at the time of the conditional offer of employment. 

 
9. A minimum background investigation (SAC/NAC) consists of a: a) search of investigative files and other records held by 

federal agencies such as the Federal Bureau of Investigation (FBI) and the Office of Personnel Management (OPM); b) 
fingerprint check and c) credit search.  A SAC/NAC background check is also the first step in the clearance process for 
individuals requiring a higher level background check or clearance.  

 
10. Four (4) criteria definitely resulting in a clearance denial are:  

A. Conviction of a crime and sentenced to prison for more than one year 
B. Currently an illegal user of, or is addicted to, a controlled substance 
C. Mentally incompetent 
D. Discharged or dismissed from the armed forces under dishonorable conditions. 
 

11. Other variables taken under consideration in clearance determinations include: 
A. Allegiance to the United States; 
B. Foreign Influence; 
C. Foreign Preference; 
D. Sexual Behavior - of a criminal nature; 
E. Personal Conduct – truthful, trustworthiness, credible; 
F. Financial Issues – inability or unwillingness to satisfy debts, unexplained affluence; 
G. Alcohol Consumption Issues; 
H. Drug Involvement; 
I. Psychological Conditions – judgment, reliability, emotional stability; 
J. Criminal Conduct; 
K. Handling Protected Information; 
L. Outside Activities – related to foreign or international activities; 
M. Use of Information Technology Systems – illegal activities. 

 
12. All candidates for employment and potential volunteers are required to acknowledge that they have been advised of the 

agency’s security clearance and background check requirements. 
 

13. Individuals selected for employment will be given a conditional offer of employment pending the results of their SAC/NAC.   
 

14. Results of the SAC/NAC.  Individuals who receive: 
A. A ‘Favorable’ result and only need a SAC/NAC may begin work at any time. 
B. A ‘Favorable’ result and require a NACI may begin work at any time with the understanding that if the result of the 

NACI is less than ‘Favorable’ their continued employment depends on the results of the adjudication process. 
C.  A ‘Favorable’ result and require a Secret or higher level clearance will be given a tentative start date pending 

electronic submission of their background information on e-QIP.  
D. ‘Concerned’ result will be requested to provide additional information and/or documentation. 
E. ‘Unfavorable’ results will have their conditional offers of employment or their potential association with the agency 

withdrawn. 
 

15. Failure to Obtain a Clearance

 

: Failure to obtain and maintain a favorable SAC/NAC, as well as the designated type of 
security clearance/background check, may result in a job offer being rescinded, separation of employment, separation of the 
association with the agency and/or other actions as may be deemed in the best interest of the agency.  

16. Interim Clearance

 

:  An interim security clearance may be granted to persons after receiving a favorable SAC/NAC while a 
full investigation of their NACI, ANACI or SSBI and final clearance decision are being processed. 
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17. Common Access Card (CAC):

 

 Individuals must receive a minimum of a favorable SAC/NAC to obtain a Common Access 
Card (CAC.) The only exceptions to this requirement are individuals who have a current national clearance recognized by 
the DoD.  

18. Computer Access:

 

 ‘Temporary’ computer access may be granted after receiving a favorable SAC/NAC while a NACI, 
ANACI or SSBI is being processed.  Persons must also sign the Information Technology policy. (Attachment G.) 

19. Renewal Interval

 

: Persons must successfully renew their required clearance level at designated intervals.  

20. Self Reporting of Arrests and/or Convictions
 

:  

A. All employees and volunteers must self report, within one working day of the event, any arrests and/or 
convictions.

 
  Individuals must provide verification, or a means to verify, the arrest and/or conviction. 

B. Failure to make these reports may result in disciplinary action, up to and including, immediate dismissal/separation.   
 

C. For additional policies and procedures regarding ‘Felony’ arrests and/or convictions please see policy ‘Security-
Felonies.’   

 
21. The State Human Resource Office (SHRO) will be responsible for this policy for State employees and volunteers.   

 
 
 
 
 
 
 

1. Prior to selection of an employee or volunteer:  
All candidates for employment and potential volunteers will be provided: 

A. A ‘Security Clearance Informational Summary’ form (attachment A) and ‘An Authorization of Release of 
Information to the US Office of Personnel Management’ form (attachment B.)   

 
B. After reading the summary form, if an individual is still interested in pursuing a position or association with the 

agency, he/she is to read, sign and return both the summary and release forms to his/her potential agency supervisor.  
These forms are then sent to the Assistant Director of SHRO (ADSHRO).  

 
2. Selection of an employee or volunteer: Once:  

A. A Selectee has been approved for hire by SHRO, SHRO will contact the individual or worksite designee to make a 
conditional offer of employment pending the results of a SAC/NAC.   

 
B. A Volunteer has been identified; the supervisor of the volunteer will contact the ADSHRO with the volunteer’s 

contact information. 
 
C. The ADSHRO or the worksite designee (i.e. Office Manager) will provide individuals with information and/or 

forms concerning the security clearance process. 
 
 
 
 
 
 

Type/Level of Clearance Type of Check Renewal/Investigation Interval 
Suitability Determination (None or Confidential) SAC/NAC 15 years 
Suitability Determination (None or Confidential) NACI 15 years 
Secret (S) ANACI 10 years  
Top Secret (TS) SSBI  5 years  
Single Scope Background Investigation (SSBI)                   SSBI Varying individual lengths  

Procedures 
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3. Required Forms are submitted together to the respective Air Wing Security Manager or to SHRO for all others. 

Type Forms  
SAC/ 
 NAC 

& 
NACI 

 
Fingerprints - Two (2) cards                                                                                (Attachment C -Locations)  
 

 
 

ANACI 
& 

SBI 

1. Initially: 
a. Fingerprints – Two (2) cards 
b.  Job application &/or resume which contains the names & contact numbers of supervisors. 
c. Request for Security Clearance                                               (Attachment D1 for Air/ D2 others) 

 
2. After receiving a ‘Favorable’ SAC/NAC result: 

a. e-QIP,  Electronic Questionnaire for Investigations Processing  
b. Classified Information Nondisclosure Agreement-SF312                                       (Attachment E) 

  
4.     Security Manager (Designee) Locations: (Attachment F) 

 
5. SAC/NAC Timelines: Once the packet (See #3 above) is received by the respective Security Manager, the results of the 

check should be known within two (2) weeks.   
 

6. SAC/NAC Results & Actions: 
A. Favorable Results for ‘Confidential’ Clearances: The respective Security Manager will provide the SAC/NAC 

approval date in writing to the ADSHRO.  HRO in turn will notify the supervisor to contact the new individual and 
determine a start date. 

 
B. ‘Favorable’ SAC/NAC Results for Individuals Requiring a NACI:  The respective Security Manager will notify, in 

writing, the ADSHRO with the SAC/NAC approval date.   
1) The ADSHRO will then notify the supervisor that the employee may be contacted for a start date.  When 

offering the job and before the individual makes his/her decision whether or not to accept the offer, the 
supervisor must inform the candidate that when the NACI result is received (which could take a couple of 
months) if the result is ‘Concerned’ or ‘Unfavorable’, the ability of the individual to work could be affected, 
including immediate termination.    

  
2) Interim Computer Access: If the individual will have access to any agency computers or networks, the 

supervisor should also contact the respective Information Technology section to request temporary access. 
 

3)  Common Access Card:  
a. Individuals needing a CAC should be able to obtain their CAC within five (5) working days of 

the date their background check date was entered into the federal State Employee Database 
(SED.) 

b. Individual should contact their nearest DEERS location to ensure their CAC is available prior 
to going to the location. 

c. Individuals will need to provide specific identification documents required by the DEERS 
office, including one picture ID.  

 
C.  Favorable’ SAC/NAC Results for Individuals Requiring an ANACI or Higher Level Background Check: 

1) The respective Security Manager will notify, in writing, the ADSHRO with the SAC/NAC approval date. 
The ADSHRO will then notify the supervisor that the employee may be contacted for a start date with the 
understanding that the individual:  

a. Before their first day of work, must complete and electronically submit their background 
information on e-QIP. 

 
b. On or before their first day at work, read, initial each of the 11 paragraphs, have witnessed and 

return to their respective Wing Security Manager or the ADSHRO (all others), a SF 312 ’Classified 
Information Nondisclosure Agreement’ (CINA) (Attachment E.) 
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c. Is made aware that when the ANACI or SSBI results are received (which could be months or over a 
year) if the result is ‘Concerned’ or ‘Unfavorable’, the ability of the individual to work could be 
affected, including immediate termination.    

  
2) The respective Wing Security Manager or ADSHRO (all others) will contact the individual and explain the 

e-QIP process (See #7 on page 5) and instructions for completing the CINA form.  The original completed 
CINA will be filed with the respective Security Manager. The ADSHRO will verify the e-QIP submission 
and receipt of the CINA.  If either is missing, the ADSHRO will contact the supervisor and SHRO liaison 
and inform them that the individual may not start work or sign any new employee forms until both 
requirements can be verified. 

 
3) Interim Computer Access:  Individuals who will have access to any agency computers or networks must 

read and sign the Information Technology policy (Attachment G) and return it to SHRO.  The supervisor 
may then contact the respective Information Technology section to request temporary access. 

 
4) Common Access Card (CAC):  

a. Individuals needing a CAC should be able to obtain their CAC within five (5) working days 
of the date their background check date was entered into the SED. 

b. Individual should contact their nearest DEERS location to ensure their CAC is available 
prior to going to the location. 

c. Individuals will need to provide specific identification documents required by the DEERS 
office, including one picture ID.  

 
D. ‘Concerned’ Results:  

1) If there are any concerns, Security Managers will either contact the individual directly (Air Guard) for 
follow up or notify SHRO (all others.)   

 
2) Once additional information and/or documentation are provided to the Security Manager, the Security 

Manager will make a decision on the interim employability/association of the individual following DoD 
guidelines. If the determination is favorable, the Security Manager will notify in writing the ADSHRO with 
the date the decision on the favorable check was made. 

 
E. ‘Unfavorable’ Determinations: If the determination is unfavorable, the Security Manager will submit his/her 

determination to his/her supervisor for a final review.  If the Security Manager’s supervisor concurs with the 
unfavorable determination, the Security Manager will contact SHRO.   

 
 SHRO will in turn contact the supervisor of the: 

 
1) Selectee prior to contacting the individual and rescinding the job offer. 

 
2) Volunteer and have the supervisor inform the person he/she will not be a volunteer. 

 
7. E-QIP Required for ‘Secret’ and Higher Clearance Levels: Electronic submission of background information must be 

completed prior to an individual’s first day at work. 
 

A. The respective Security Manager or SHRO designee will contact individuals from information on their ‘Request 
for Security Clearance’ (Attachment D1 or D2) form and direct them to the background clearance website to 
which the Security Manager has given them access. 

 
B. Individuals must: 

1) Complete and electronically submit their information prior to reporting to their first day of work.   
 
2) Accurately report all information requested.  Concealing information may well result in an unfavorable 

determination due to an individual being considered unreliable and dishonest.  A person’s loyalty, character, 
trustworthiness and reliability are traits strongly evaluated.  

 
3) Print, sign and submit the three (3) signature pages from the e-QIP website to the respective Security 

Manager (Air) or SHRO designee (all others.) 
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8. NACI and ANACI Results: NACI and ANACI results are usually received by the respective Security Manager within 30 
days of submission.  Higher levels of clearance will take much longer.  If the results are: 

A. ‘Favorable’: The Security Manager will notify in writing the ADSHRO with the ANACI approval date. The 
ADSHRO will enter that date in the federal State Employee Database (SED.) 

 
B. ‘Questionable’: The Security Manager will either contact the individual directly (Air Guard) or notify SHRO (all 

others), for follow up. The individual will also be given an ‘Intent to Deny Civil Security Clearance’ letter from the 
respective Security Manager and a notice requesting information. 

 
1) The request for information will specify what is needed and a date by which the individual needs to respond 

in writing.  If a response is not received by the deadline, it will be assumed that the individual refuses to 
comply.  If the individual is unable to provide the requested documentation by the deadline, he/she must 
immediately contact the person who signed the request to discuss the issue and determine if an extension is 
possible. 

 
2) Once additional written information and/or documentation are provided to the Security Manager, the Security 

Manager will make a decision on the continued employability/association of the individual following DoD 
guidelines.   

a)  If the decision is ‘Favorable’, follow ‘8.A.’ above. 
 
b) If the decision is ‘Unfavorable’, the Security Manager’s supervisor must concur.  If there is 

concurrence, then the Security Manager (Air) notifies the supervisor; for all other individuals the 
Army Security Manager contacts SHRO who in turn informs the worksite director/manager. 

If worksite management: 
• Accepts the decision, SHRO processes the dismissal action.  
• Disagrees with the decision and wants to retain the individual, they must request the 

employee to file an appeal. 
 

9. SSBI Results: SSBI results take months to complete. The process is the same as outlined above for NACI’s and ANACI’s. 
 
10. Appeals:  

A. The supervisor, with concurrence of the respective division director, will inform the individual of their desire to 
have him/her appeal the denial of clearance decision within the period specified on the ‘Intent to Deny Letter.’  

 
B. The individual must prepare a Rebuttal letter following the format described in the ‘Intent to Deny Letter.’   

1) List each security concern from the background inquiry separately and state: ‘Admit’ or ‘Deny.’ 
2) Provide supporting information for each concern.  
3) Organize supporting documents in the order they are referenced in the letter. 
4) Sign and date the letter. 

 
C. The individual must secure a written endorsement from their division director.  
 
D. The individual must place the rebuttal letter, supporting documents and the division director’s endorsement letter in 

a single envelope or package. 
 
E. The individual must submit the rebuttal package directly to the Security Manager (Air Guard) for a decision or the 

ADSHRO (all others) who will forward it to the Army Guard Security Manager for a decision.   
 
F. The Security Manager will then submit the documents to The Adjutant General for a final decision. 
 
G. The decision of The Adjutant General is final and cannot be appealed. 

 
11. Renewal of Background Checks 

A. Background checks are valid as outlined on page 3 under ‘Renewal Intervals.’ 
B. Renewals for NAC/SAC and NACI’s should be started three (3) months prior to the expiration date. 
C. Renewals for ANACI and SSBI’s should be started six (6) months prior to the expiration date. 
D. Individuals must contact their respective Security Manager to receive ‘Renewal’ instructions. 
E. Failure to obtain a timely renewal could affect the ability of an individual to continue working.  
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12.  Reporting of Arrests and/or Convictions:  

A. All employees and volunteers must self report to their supervisor, within one (1) working day* of the event, any 
arrests and/or convictions.   

* Some components of the agency may require notification within 24 hours.   
 
B. The supervisor then reports the information to the ADSHRO or the respective Wing Security Manager. 
 
C. The supervisor also contacts the SHRO Director if an employee failed to report an arrest or conviction as required 

in order to discuss possible disciplinary action. 
 
D. The respective Security Manager will review relevant information and make a determination as to retaining the 

individual or recommending separation.   
 
E. Any recommended separations will also be reviewed by the Security Manager’s supervisor before a final decision is 

made regarding the individual’s continued employment or association with the agency.  If the recommendation is 
termination, that recommendation will be provided to SHRO for action. 

 
F. Felony arrests and/or convictions are covered in policy ‘Security-Felonies’.  

 
13. Attachment List: 

 
   
   
 
 
 
 
 
 
 
 
 
 

14. Any exceptions to this policy and its procedures must be submitted to the Director of SHRO. The merits of which will be 
taken on a case-by-case basis 

 
 
 

 Title 
A Security Clearance Informational Summary 
B Authorization for Release of Information to OPM 
C Fingerprint Locations 

D1 Air –Request for Personnel Security Action 
D2 All Others – Request for Security Clearance 
E Security Clearance Contacts 
F Classified Information Nondisclosure Agreement 
G Informational Technology Policy 



 
 
 
   Kansas Civil Service Act 75-2925 and 75-2926 
   K.A.R. 1-9-18(a) 
   Title VII of the Civil Rights Act of 1964 
 
 
   
Sexual harassment will not be condoned or tolerated.  It is the commitment of this agency to provide employees a work environment that 
respects people, provides equal opportunity for all personnel, maintains a positive environment that eliminates discriminatory behaviors or 
practices and is free of sexual harassment and of any inappropriate behavior and language that may be hostile, intimidating or offensive.  This 
harassment-free environment also applies to agency customers. 
 
 
 
Sexual harassment is defined as unwelcomed sexual advances, requests for sexual favors, as well any verbal, physical or visual conduct of a 
sexual nature when submission to or rejection of this conduct explicitly or implicitly affects and individual’s employment, unreasonable 
interferes with an individual’s work performance or creates an intimidating, hostile or offensive work environment.  This includes, but is not 
limited to:  

a) sexually demeaning language or harassing conduct;  
b) sexual oriented teasing, kidding or joking;  
c) unwelcomed flirtations or touching;  
d) patting;  
e) hand gestures;  
f) displays of pictures of a sexual nature or that exploit male or female persons;  
g) discussing sexual activities; and  
h) explicit or implicit insinuation that submission to, or rejection of, sexual advances will in any way influence personnel decisions 

regarding an employee’s employment, wages, advancement, assigned duties, shift, or any other conditions of employment or career 
advancement.   

 
Sexual harassment may occur as a single event or as a series of incidents. 
 
Sexual harassment can occur in a variety of circumstances, including but not limited to the following: 

a) The victim as well as the harasser may be a woman or a man.  The victim does not have to be of the opposite sex. 
b) The harasser can be the victim's supervisor, an agent of the employer, a supervisor in another area, a co-worker, or a non-

employee. 
c) The victim does not have to be the person harassed but could be anyone affected by the offensive conduct. 
d) Unlawful sexual harassment may occur without economic injury to or discharge of the victim. 

 
 
 

1. If an employee believes he/she is being sexually harassed, the employee is encouraged (but not required) to immediately confront 
the harasser clearly stating what behaviors are offensive and asking the person to cease those kinds of comments or behavior.  If an 
employee is unable to confront a harasser in person, the employee may write the harasser a letter stating what behavior was 
offensive, when and where it occurred, that it is to be stopped and how the employee would like to be treated in the future.  
Employees may also seek assistance from staff noted below in bringing the unwanted/offensive behavior to the attention of a 
harasser. 

 
2. Employees who believe they have been harassed should immediately report alleged sexual harassment/hostile work environment 

violations to the agency’s Director of State Human Resources (SHR).  In the absence of the director, employees may report to the 
following federal Adjutant General’s Department staff knowledgeable in this subject area: State Equal Employment Manager 
(SEEM), the Judge Advocate General (JAG) or the Inspector General (IG).  Employees have the option of reporting directly to the 
Adjutant General at any time. 

 
3. Likewise, employees who believe they have witnessed unacceptable behavior should document what has been seen or heard and 

report as designated in #2 above. 
 

4. Employees need to keep a record of what has happened, including specific dates, comments, behaviors, lists of possible witnesses 
and copies of any correspondence to or from the alleged harasser. 

 
5. Supervisors who have incidents of alleged unacceptable behavior reported to them should immediately report such incidents to the 

agency’s Director of SHR.  Failure at any supervisory level to immediately forward such reports, or failure to take corrective action 
as determined appropriate, will be considered condoning sexual harassment and the supervisor may be subject to disciplinary 
action 

 
Sexual Harassment/ 

Hostile Work Environment 
 

Definitions 

References 

Policy 

Procedures 

TAG – State Human Resources Policy and Procedure 



 
6. The agency’s Director of SHR is responsible for conducting investigations.  A panel may be appointed to assist in the investigation.  

In the absence of the agency’s Director of SHR the Adjutant General will be responsible for the assignment of the investigation. 
 

7. Alleged harassers may be relieved of duty with pay or reassigned while an investigation is being conducted. 
 

8. Confidentiality will be maintained to the fullest extent possible during the investigation.  Staff interviewed during an investigation 
should not discuss the investigation with co-workers or the employee(s) being investigated. Likewise, the employee being 
investigated should not discuss the investigation with co-workers or contact employees that might be involved.  Employees that 
interfere with an investigation, discuss interviews with others or retaliate in any manner may be subject to disciplinary actions. 

 
9. This policy prohibits any form of retaliation to an employee who without malice or personal revenge, reports an allegation.  Any 

employee retaliating against a reporter or person associated with filing the complaint will be subject to disciplinary procedures as 
describe in #10 below. 

 
10. Employees engaging in any form of sexual harassment, sexually harassing behavior or hostile work environment behavior will be 

disciplined in accordance with progressive disciplinary measures.  This may include verbal or written counseling, letter of 
reprimand, suspension and/or dismissal.  The severity and frequency of incidents will determine the level of any formal or informal 
disciplinary action.  Additionally, training may also be recommended. 

 
11. Sexual affairs between supervisors and employees have the potential for sexual harassment allegations and are inappropriate.  

Workplace affairs may affect job performance, suggest favoritism and compromise confidential information. These behaviors may 
also be the basis for a claim of hostile work environment. 

 
12. A log of reports covered by this policy will be maintained. 

 
13. Training: Employees will annually complete training (including sensitivity training, climate surveys and /or knowledge 

assessments) related topics to Equal Opportunity, Affirmative Action and Sexual Harassment.  Training will be documented and 
records maintained in SHR. 

 
 
 
Employees

  

:  Responsibilities of every employee are to:  a) strive to maintain a sensitive, harassment-free work environment, b) treat co-
workers and visitors with respect and dignity, c) refrain from inappropriate behavior, d) properly report all allegations of inappropriate 
behavior and e) adopt an attitude that reporting is important in providing a good working environment. 

Supervisors/ Managers

 

:  The additional responsibilities of every supervisor and manager are to: a) be alert and pro-active in providing a 
good working environment for all employees, b) report allegations as directed by this policy, and c) ensure all employees successfully 
complete the annual training requirements and request consultation or special training as needed. 

State Human Resources Director

 

:  The additional responsibilities of the director are to: a) ensure employees are provided information 
and/or training on the agency’s sexual harassment policy, b) investigate allegations promptly, c) maintain a log of reports, d) provide or 
secure training as requested and e) provide consultation and/or technical assistance, including information on filing complaints with 
enforcement agencies when requested. 

Call:   The Adjutant General:     (785) 274-1001 or 83-720-8001 
  Director, State Human Resources:     (785) 274-1393 or 83-720-8393 
  KS National Guard Equal Employment Manager: (785) 274-1168 or 83-720-8168 
      KS National Guard Judge Advocate:   (785) 274-1024 or 83-720-8024 
      KS National Guard Inspector General:   (785) 274-1021 or 83-720-8021 
 
  
Write: The Adjutant General’s Department 
   Attn:  Director, State Human Resources  
   2800 Topeka Blvd. 
   Topeka, KS 66611-1287 
 

  
OPR:  Director of State Human Resources 

Effective Date: 6/98 Rev: 03/00, 12/03 

Responsibilities 



OPR: State Human Resources Director               Effective: 5/2010 
 
 

 
 
 

  
References: K.A.R.1-5-28 

 
 
 
 

1. Shift differential is paid for hours worked by employees in non-exempt (hourly) positions* on regularly established 
shifts other than the normal day shift.  

 
2. The normal day shift (referred to as 1st shift) is a regularly scheduled shift that both begins and 

 

ends between 5:30 A.M. 
and 5:30 P.M. 

3. Employees working ‘regularly’ scheduled ‘non-day’ shifts (referred to as 2nd and 3rd

 

 shifts) receive shift differential for 
all the hours worked during those regularly scheduled shifts, even the few consecutive hours that may fall within normal 
day shift hours. 

4. Shift differential is not paid: 
• When an employee is on any type of leave or holiday. 
 
• When an employee is working during the day shift, i.e. attending training, orientation, covering a day shift, etc. 

 
• When 2nd and 3rd

 

 shift employees work a partial shift with all of their hours worked that day falling in between 
5:30 AM and 5:30 P.M.  

• When a ‘day shift employee’ works 2nd or 3rd shifts on an ‘irregular or occasional’ basis.  However, if a day 
shift employee’s schedule is changed to a 2nd

 

 or 3rd shift temporarily for a period of one or more full work 
weeks (Sunday – Saturday), he/she would be eligible for shift differential during that period. 

• For additional day shift hours worked either before or after a ‘regularly scheduled’ 2nd or 3rd

 
 shift. 

5. Any questions or exceptions to this policy may be requested for approval by the Director of SHRO, the merits of which 
will be taken on a case-by-case basis.  

 
 
*Does not include fire fighters who work 24 hours shifts. 
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   Governor’s Inclement Weather Policy 12-01 
 
 
   

1. The Adjutant General’s Department may temporarily suspend non-essential services under extreme, extenuating weather 
conditions.  Conditions warranting this rare action are: when highway travel is significantly compromised; efficient/effective 
clearing of roads is an urgent need and cannot be done without a major reduction in the level of traffic; that without that level 
of reduction in traffic, law enforcement/emergency vehicle responsiveness to accidents is seriously impaired; and when most 
employees traveling to/from work are in imminent danger of being stranded, stuck or involved in an accident.   A declaration 
should not be made in situations where the precipitation is such that it will just take extra time, caution and driving at slower 
speeds to travel to and from work. 
 

2. The rare temporary suspension of non-essential services is done by an authorized Declaration of Inclement Weather. 
• Shawnee County: Only the Governor of the State of Kansas or the Governor’s designee has the sole authority to 

issue a Declaration of Inclement Weather for Shawnee County. 
• Outside Shawnee County: The Governor, The Adjutant General (TAG), or their designees may issue 

Declarations of Inclement Weather outside Shawnee County.  If a declaration has not been made by the Governor or 
Adjutant General and the worksite administrator/manager desires a declaration for their worksite, he/she must 
request and be granted approval for a Declaration of Inclement Weather from The Adjutant General’s 
Department prior to authorizing any Inclement Weather Leave for State employees. 

 
 Exception: McConnell ANG:  “Non-essential” State employees will comply with emergency weather media 

announcements covering ‘non-essential’ military personnel.  
 

 Exception: Ft. Riley Military Base:  “Non-essential” State employees will comply with emergency weather 
media announcements covering ‘non-essential’ military personnel.  
 

 
3. Non-essential, benefits eligible (not 999-hour), employees not reporting for work, or not remaining at work, during an 

authorized designated inclement weather declaration will be placed on ‘Inclement Weather Leave’ in accordance with the 
procedures stipulated in this document. Employees are to remain available for contact by supervisors and other agency 
personnel. 

 
4. Although an employee is designated as ‘non-essential’, if circumstances warrant, (a critical deadline, important meeting, an 

emergency, etc.) he/she may still be called to work.  In those rare cases the employee will be expected to report to work.  An 
employee who refuses to work may no longer use Inclement Weather Leave and may be subject to disciplinary action. 

 
5. Essential employees who are scheduled to work and do not work must request to use their own leave.  

 
6. When a declaration has not been issued, employees not reporting to work, reporting late or leaving early due to weather 

conditions will be expected to use their accrued leave. The agency recognizes that employees have different comfort levels 
and abilities driving in inclement weather.  It also recognizes that some employees live significant distances from their 
worksites where weather conditions may be more severe. Therefore, to the extent possible, supervisors should approve 
employees’ request for leave in those situations.  At the discretion of the supervisor, employees may rearrange work hours 
within the same workweek to make up for those hours not worked. 

 
 
 

1. ‘Essential’ employees are those employees designated by administration who are required to continue essential mission 
functions during hazardous weather conditions. 

2. ‘Non-Essential’ employees are all other employees not defined as ‘essential’. 
3. ‘Essential mission functions’ are those tasks which: a) are indispensable for the direct mission of the agency and/or unit, b) 

provide for the safety or security of persons and/or property, and/or c) for which delay in completing work tasks would not 
be feasible or prudent.  

 
Inclement Weather 

Declaration 
 

Definitions 
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1. Prior to requesting an Inclement Weather Declaration from the TAG or designee, worksite administrators/managers need to: 

a) Take into consideration the mission of the worksite/office; the amount, kind and projected duration of precipitation; the 
location of the worksite; the condition of the area roadways and bridges surrounding the worksite; the expected duration of 
unsafe roadway conditions; general safety hazards; other large employers’ actions; perception of the public/taxpayers, etc.  
Resources include:  

• Calling toll-free 1-866-511-KDOT (5368). 
• Kansas’ road conditions website, http://www.ksdot.org/ 
• National  Weather Service - http://weather.noaa.gov/weather/KS_cc_us.html 

 
b) Determine the following information: a) worksite(s) affected, b) staff affected, and c) the beginning and ending date(s) and 

the beginning and ending time(s)* of the declaration. *Could be any length of time; i.e. 30 minutes, 4 hours, all day, etc. 
  

2. When worksite administrators/managers believe circumstances warrant a declaration of inclement weather they must request 
authorization by contacting the TAG’s primary designee, Chief of the Joint Staff, at (785) 274-1141 (Wk) or 817-2998 (Cell), 
or if unavailable, the back-up designee, State Human Resource Director, at (785) 274-1460 (Wk) or 250-6788 (Cell). 

 
3. If approved, the authorized TAG designee will notify the Governor’s Office. The declaration must include the following 

information: a) employer identified as “The Adjutant General’s Department”, b) worksite(s) affected, c) staff affected, and 
d) the beginning and ending date(s) and the beginning and ending times of the declaration. 

 
4. After contacting the Governor’s Office, notice of the authorized declaration is to be called into the agency’s State Human 

Resource Department at (785) 274-1460 or cell (785) 250-6788. 
 
5. The declaration will be communicated by the most feasible means as pre-determined by each worksite and unit. (See attachment.)  

This may include direct calls to employees at home, designated ‘Call in’ numbers, websites, calling trees, media outlets, etc.  The 
information will be placed on the TAG Website (http://kansastag.ks.gov/STATEHRO.asp?PageID=372) and on voice mails of 
the following phones in SHR (785) 274-1460; 1392 & 1391. 

 
6. If at all possible, decisions as to temporarily suspending of non-essential mission functions should be made, and affected 

employees notified, 30-60 minutes prior to the employees scheduled work time. 
 
7. Declarations made by the Governor and other entities, i.e. McConnell ANG commander, will be made directly to media outlets. 

Therefore, in those situations, non-essential employees may be aware of an Inclement Emergency Declaration much sooner than 
the Adjutant General’s Department administration.  Worksite managers should immediately call the Chief of the Joint Staff or the 
State Human Resource Director at the numbers above to inform them of any non-Shawnee County declarations. 

 
8. Employee Timekeeping: 

a) Non-essential employees who do not work during an authorized inclement weather declaration will code those hours on 
their timesheet as IWN (for non-exempt, hourly employees) and IWE (for exempt, salaried employees).  This Inclement 
Weather Leave begins at the effective time stated in the declaration unless otherwise notified. 

   
b) Essential employees who are suppose to work and do not work must use their own leave. 

 
c) Employees who work during an Inclement Weather Declaration will be compensated as usual. 

 
d) Employees who had previously authorized leave (verbal or written prior to the declaration notice being effective) will not 

be affected and will use their leave as approved.  As a general rule during extreme weather conditions, ‘call-ins’ or e-mails 
left on a supervisor’s (or designee’s) phone or computer will be considered as having leave authorized.  

 
e) Individual exceptions to these procedures must be submitted for approval to the HR Director in a timely manner.  

  
 
 
Shawnee County - Essential & Non-Essential State Employees for Inclement Weather Declarations Chart 
Shawnee County – Contingency Plan for Essential State Employees for Inclement Weather Declarations 
Other Counties - Essential & Non-Essential State Employees for Inclement Weather Declarations/Contingency Chart 

OPR: Director of State Human Resources 
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“Shawnee” County: Governor makes all declarations. 

 
Essential and Non-Essential State Employees for Inclement Weather Declarations 

 
Communication:   

 
 
 
   

Worksite Unit Essential* Staff Non-Essential** Staff 
Headquarters Archives  All 

Command Group  Adjutant General All others 
Comptroller  All 
Emergency Mgmt Administrator & On-Duty Operations Officer All others 
Human Resources Director Auditor & Office Spec’s 
Info Mgmt Network Administrator on SDO’s  Other user support staff. 
Public Affairs Director Asst. Public Affairs & Secretary 
Security All Resource Protection Officers  

DOFE Armory Custodian   
Environment  All 
Engineering  All 
Facilities Mgmt All except  Admin Asst, Accountant, Off Asst, CAD 

Tech, Mil Const Analyst & Property Ctrl  
Security Sys  All 

RSMS Surface Maint  All 
USPFO  All 
Warehouse  All 

190 Civil Engineering th All except  Real Property & Engineering Tech 
Environment  All 
Fire Dept All  
Security Police All Resource Protection Officers Office Spec 

AASF   All 
 
* Expected to report for work unless otherwise notified by supervisor or authorized designee. 
**  Does not report to work unless work situation warrants and is notified by supervisor or authorized designee.  
 
 

Television 
KSNT-27 
KTKA-49 
WIBW-13 

 

Radio 
WIBW  FM   97.3 
KDVV  FM V100  

 
    

 
     

 

State Human Resource Voice Mails 
(785) 274-1391, 1392, 1393 & 1460 
(DSN) 83-720-8391, 8392, 8393 & 8460 
 
 

Agency Website:  
http://kansastag.ks.gov/STATEHRO.asp?PageID=372 
 

Bolded  
used by the 
Governor. 
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“Shawnee” County 
 

Contingency Plan for Essential State Employees for Inclement Weather Declarations 
 
 
Worksite Unit Essential Staff Contingency 
Headquarters Command Group Adjutant General Work via telecommunications equipment. 

Emergency Mgmt Administrator & On-Duty Ops Officer  Work via telecommunications equipment. 
Ops Officer: Call in another trained staff member. 

Human Resources Director Work via telecommunications equipment. 
Info Mgmt Network Admin on SDO’s AGR or Techs.  
Public Affairs Director Work via telecommunications equipment. 
Security All Resource Protection Officers Hold over or call in other shift RPOs’. 

DOFE Armory Custodian  a) DOFE’s essential staff covers. 
b) Armory National Guard members. 

Facilities Mgmt Facilities direct maintenance staff. a) Work with less. 
b) Call in other State employees. 

190 Civil Engineering th Facilities direct maintenance staff. AGR & Techs. 
Fire Dept All a) Hold over or call in State employees. 

b) AGR & Techs. 
Security Police All Resource Protection Officers a) Hold over or call in other shift RPO’s. 

b) AGR & Techs. 
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“Other” Counties 
Essential and Non-Essential State Employees for Inclement Weather Declarations/Contingency 

 
Authority:  Governor, Adjutant General, Army Chief of Staff or State Human Resource Director. (Except: Active Mil. Installation Commanders)  
Communication:   

• All media announcements, other than those made by the Governor’s Office (or AMIC’s), must include “The Adjutant General’s Department” as the employer.  
Announcements may also include the individual worksite name.  

• See Chart Below.  (Bolded used by the Governor’s Office.) 
• State Human Resource Voice Mails: (785) 274-1391, 1392 & 1460;  (DSN) 83-720-8391, 8393 & 8460 

County Requestor Worksite Unit Essential* 
Staff 

Non-Ess** Radio TV Call-in Other/Contingency (C) 

Allen *** KDEM   All 99.3 FM & 94.3    
Brown OIC Hiawatha 

Armory 
 All 

 
 93.7 FM   Supv calls staff at home. 

C: AGR & Techs 
Ellis *** KDEM   All 99.5 & 103.3 KOOD -9   
Ford *** KDEM   All KRPH KDCK-21   
Johnson *** KDEM   All All major All major   
Leavenworth OIC BCTC  All 

 
    Supv calls staff at home.  

C: AGR & Techs 
Reno OIC  Hutch 

Armory 
 All 

 
    Supv calls staff at home. 

C: AGR & Techs 
Riley RSMS 

Manager  
RSMS   All  

KMAN 1350 AM 
KJCK AM/FM 

 
KSNT-27 
KTKA-49 
WIBW-13 

239-8891, 
239-0415  

Calling Tree 

Facilities 
Manager 

CFTA  All  
 

 Supv calls staff at home. 
C: a) Work with less 
     b) AGR & Tech 

Saline OIC KSRTI  All 
 

  
KSAL-AM 
KINA-AM 

KAKE-10 
KSNW-3 
KWCH-12 
WIBW-13 

 Supv calls staff at home. 
C: AGR & Techs. 

*** Civil Air   All  Supv calls staff at home. 
OIC Smoky   All  Supv calls staff at home. 
*** KDEM   All   
KSRTI OIC RSMS   All  Calling Tree 

Sedgwick McConnell 
AFB 
Commander 
or Wing 
Commander 

184 Civil Eng th All except   
 
 

Custodial 
Real Propty 
Eng Techs 
Procurement 

KFDI AM/FM 
KRZZ  FM 
KSJM  FM 

 

KAKE-10 
KSNW-3 
KWCH-12 

 Supv calls staff at home. 
C: a) Work with less. 
     b) AGR & Techs. 

Security  All Supv calls staff at home. 

*** KDEM   All     
OIC:  Officer-in-Charge 
*    Expected to report for work unless otherwise notified by supervisor or authorized designee. 
**  Does not report to work unless work situation warrants and is notified by supervisor or authorized designee.  
*** Follows declarations for the local Social and Rehabilitation Services (SRS) Office that will be announced on various local media outlets. 
C – Contingency Plan 5 
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   K.A.R. 1-5-26                   

 
To ensure coverage outside of regular business hours for likely emergency situations, ensure that stand-
by pay is properly administered and help balance the agency’s need for coverage and response with 
employees’ personal lives.   

 
 
   

1. This policy applies to non-exempt (hourly) employees.  
 

2. Provisions specific to The Adjutant General’s Department will be designated with (TAGD) throughout this document. 
 

3. Eligibility:  Employees are eligible for stand-by pay under the following conditions:  
a) the period of time is outside an employee's regular work hours* 

*If there is a staff shortage during business hours and an employee is on a rearranged work schedule, the 
employee may be authorized to continue on stand-by status during regular business hours while not at work. 
(TAGD);   

Example:  An employee has already worked 40 hours by Thursday and is on Stand-by duty for the week.  
If on Friday, other staff are out-of-town and unavailable to take emergency calls, the employee on Stand-
by, as authorized by the supervisor, will continue to take emergency calls even during regular business 
hours and be compensated the respective Stand-by rate.                                                               

b) during this period of time, the employee is required, at agency direction, to remain available to the agency to 
perform necessary work within a specified response time as determined by  program or worksite management; 
and 

c) is limited to work situations where a reasonable probability of emergency recall exists. 
 

4. Regular or Periodic:  Stand-by may be required for employees on a regular, reoccurring basis or “as needed.”  
Examples of potential “as needed” stand-by include, but are not limited, to the following: predictions of severe weather 
where employees may be needed to clear ice or snow from the premises and immediately respond to after hours 
mechanical breakdowns on drill weekends or second and third shifts.  

  
5. Failure to Respond: At the discretion of the agency, any employee on stand-by who is not available in accordance with 

the terms and conditions contained in the Agreement for Stand-By Compensation, and who does not present reasonable 
justification for failure to call and/or report as required when called, may be subject to disciplinary action and forfeiture 
of stand-by compensation for that stand-by period.  

 
6. Schedule and Stand-by Hours Limitations:  

a) Employees are not to work more than seven (7) consecutive days in a stand-by status. Occasionally, due to 
unforeseen circumstances, employees may be required to be in stand-by status for longer than seven (7) 
consecutive days. However, the maximum number of days in stand-by status shall not exceed 14 days in any 
twenty-eight (28) day period without prior written approval from the Adjutant General or his designated 
representative. 

 
b) Likewise, employees are not to be scheduled for stand-by more than every other weekend.  Occasionally, due 

to unforeseen circumstances, employees may be required to be in stand-by status two consecutive weekends. 
However, the maximum number of weekends in stand-by status shall not exceed two (2) weekends in any 
twenty-eight (28) day period without prior written approval from the Adjutant General or his designated 
representative. 

 
c) Employees may switch stand-by duty with the prior approval of the respective director or worksite manager (or 

designee) so long as the switch does not cause either employee to violate 5 a) and b) above. 
 

d) Employees must notify their supervisor or designee at least 72 hours prior to scheduled stand-by duty if they 
are unable to perform stand-by duty as scheduled. 

 

 
Timekeeping & Pay - 

Stand-by  

References 

Policy 
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e) Excessive periods of unavailability for stand-by may be causes for loss of eligibility for stand-by status, at the 
discretion of the supervisor or designee. Additionally, employees in positions requiring stand-by may also be 
subject to disciplinary action, including dismissal. 

 
7. Stand-by and Leave:  Employees on leave are not to be scheduled for stand-by until the employee returns to regular 

work status. (Regular work status - If authorized leave ends the day before a weekend or holiday, the employee may 
perform stand-by duties throughout the weekend and/or holiday.)  

 
8. Relieved of Duty.  Employees relieved of duty pending an investigation (K.A. R. 1-9-19) will not perform stand-by 

until the investigation is completed and the employee returns to work.  In such cases, the director will determine the 
appropriateness of scheduling the employee for stand-by duty. The agency may permanently or temporarily remove an 
employee from working stand-by at its discretion.  Employees will be provided such notices in writing. 

 
9. Compensation and Timekeeping:  

a) Calls or work in excess of seven (7) minutes are compensable and are to be reflected on timesheets.  
 

b) Calls or work of seven (7) minutes or less (de minimis rule) are not compensable unless: a) they are regular or 
daily calls or b) there are multiple calls with such frequency that it interferes with the employee’s personal 
activities.  

 
c) Employees are to maintain a log (or an approved equivalent) of calls taken and any work performed while on 

stand-by.  This log is to be attached to the timesheet.  (See attachment #2.) 
 

d) Employees are compensated $1.00 per hour on stand-by in accordance with state regulation 1-5-26, or as 
provided for in respective labor agreements or unclassified pay plans.  

 
e) Each employee on stand-by who is called in to work shall be compensated for the actual hours worked at the 

appropriate rate of pay, but shall not be paid stand-by compensation for that time actually worked. (i.e.  If an 
employee works three hours during a 16 hour stand-by period, he/she will receive stand-by pay for 13 hours 
since the employee is being compensated at their appropriate regular pay rate for three hours.) 

 
f) When an employee on stand-by is “called in” or “called back” to work within a two-hour period of their regular 

work schedule, the minimum of two hours compensation specified in K.A. R. 1-2-25 of “Call in and call back 
pay” does not apply. 

 
g) Only the hours actually worked by the non-exempt employee shall be credited in determining eligibility for 

overtime compensation. 
 

h) Holidays:  Employees may only be compensated for a maximum of 24 hours in a day.  On holidays, employees 
on stand-by receive Holiday Credit Paid (HDC) for the number of hours they are regularly scheduled to work.  
Therefore, the maximum number of stand-by hours possible on a holiday is the difference between the number 
of hours regularly scheduled for that holiday and 24. (i.e. 24-8 hour day=16 hours of stand-by; 24-10 hour 
day=14 hours of stand-by.) 

 
i) Time during which an employee is restricted to a particular telephone number at a ‘specific location designated 

by the employer’, or to the ‘employer's premises’, in order to remain personally available to the employer shall 
be considered hours worked and the employee shall be compensated at the employee's regular rate of pay 
instead of receiving stand-by compensation. With the use of wireless communication devices employees on 
stand-by are able to effectively use their time for their own purposes. It would be rare for employee to be 
restricted to a specific location and phone where they could not pursue their personal interests. 

 
j) If an employee performs stand-by related work, the employee will be compensated for that work in the 

following priority order unless otherwise determined by the agency. 
1) Rearranged time within the same work week (i.e. week, Sun-Sat) as the stand-by was performed. 
2) Compensatory time. 
3) Pay. 

 



Effective: 02/2008. Rev 02/2010 3 

While every effort will be made to meet the needs of the individual, the final determination as to how an 
employee will be compensated shall be determined by the agency, in its absolute discretion unless otherwise 
covered under a labor agreement. 

 
10. Any changes to the state regulations or agency policies and procedures regarding timekeeping and stand-by 

compensation will be provided to employees in writing. 
 

11. Any deviations from this policy will be submitted by the Director, through the State Human Resource Office (SHRO) 
Director, to the Adjutant General (or his designee) for consideration and approval.  

 
 
 
 
1. The respective director or worksite manager (or their designees) determines if stand-by, as defined in State 

regulation and agency policy, is warranted for a particular situation.  If so, a written plan sufficiently describing the 
reasoning and position(s) involved is submitted to SHRO. 

 
2. SHRO will review the written plan and determine if the employee/position and the reasoning for placing him/her on 

stand-by is consistent with State intent and agency policy for stand-by. 
 
3. If the SHRO Director approves the written plan an effective date for starting stand-by will be determined by the 

requesting director or worksite manager (or designee). If the SHRO Director does not believe the plan is consistent 
with the applicable rules, regulation and policies, he/she will respond back to the director within seven (7) business 
days from the day SHRO receives the request explaining in writing how the plan is non-complaint.  The director or 
worksite manager may then modify the plan accordingly or make a written request for reconsideration through the 
SHRO Director to the Adjutant General (or designee) for a final decision. 

 
4. Director or worksite manager (or their designees) who have an existing document they would prefer to use for 

logging stand-by calls and work (other than attachment 2) must obtain prior approval from SHRO prior to using such a 
non-standard log.. 

 
5. Prior to beginning stand-by duty, the supervisor or designee will provide an employee with copies of K. A. R. 1-5-26 

(Attachment 3), the agency’s Stand-By policy, the approved reporting log (Attachment 2) and “Agreement for Stand-
By Compensation.” (See attachment #1).  The supervisor will explain those documents and answer any questions from 
the employee. The supervisor will decide on a reasonable “specified response time” for notification purposes, and 
enter the response times on the Agreement.  When the director approves the Agreement, he/she is also approving the 
response times. 

 
6. The employee and supervisor will sign the agreement followed by the director’s signature of approval.  The director or 

supervisor will provide a copy of the signed agreement to the employee and submit the original to SHRO for filing in 
the employee’s official personnel file. 

 
7. The director or worksite manager (or designee) will develop a stand-by schedule in compliance with this policy and 

inform all affected employees.  A courtesy copy should be provided to SHRO to aid in checking timesheets and 
resolving stand-by discrepancies. 

 
8. As employees or positions designated for stand-by change, written notification from the director or worksite 

manager (or designee) is to be sent to SHRO. 
 
9. While on stand-by, employees are to keep a “Stand-by Log” (or its approved equivalent) and attach it to their 

timesheet.  The supervisor, as with any timekeeping document, will review it for compliance with policy and 
accuracy; make any necessary corrections and submit it to SHRO. 

 
 

OPR:  Director SHRO 

Procedures 



 
 
 
 
 

1. This form is to be completed by the employee and supervisor with the understanding that overtime is to be kept to a minimum. 
2. Authorization for overtime (OT) , whether it is for compensatory time or pay, must be approved in advance. 
3. Unless otherwise justified and approved, all overtime will be in the form of compensatory time (comp time.) 
4. Overtime applies to non-exempt staff only. 
5. Overtime is defined as time actually worked in excess of 40 hours during the workweek. (Designated  firefighting positions 106 hrs/14 day workweek.) 
6. Work weeks begin on Sunday at midnight and run through Saturday. 
7. This completed form must be submitted with the respective timesheet. 

 
 

 Date Estimate Purpose   
# OT 
Hours 

&  
Reason why time cannot be rearranged during the work week. 

Preliminary *
*
* 

Supervisor’s 
Approval/Date 

Actual 
time  start 

OT 

Actual

end OT 

 
time  

Total 
OT 

hours 

Final  
Supervisor’s 

Approval/Date 
1.     

 
 *

*
* 

    

2.     
 
 

 *
*
* 

    

3.     
 
 

 *
*
* 

    

4.     
 
 

 *
*
* 

    

 
 

If pay is requested the following must be completed and signed. 
 

Justification for pay as opposed to compensatory time:  
 
 

Is this consistent with department/unit policy &/or practice?                             If not, please explain the departure from policy/practice. 
 
 
 
Supervisor Approval/Date:  
 

Fiscal Acknowledgement/Date: 
 
 

OSHR Eff : 03/00; Rev. 01/2008 

Name: (Print)  The Adjutant General’s Department 
State Employee’s Request for Authorization of Overtime 
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TAG-OFFICE FOR STATE HUMAN RESOURCES POLICY AND PROCEDURE 
 
 
REFERENCES Fair Labor Standards Act 29CFR 785.33-41 
 
 
POLICY-General Provisions 
  

1.   Non-exempt (hourly) State employees of The Adjutant General’s Department (TAGD) will be compensated for travel 
time in a consistent manner and in compliance with the Fair Labor Standards Act (FLSA).  This policy does not pertain to 
Exempt (salaried) employees.   

 
2.   Per the FLSA, employers may choose to compensate employees in a greater manner than that provided for in federal law. 

Specific agency provisions are designated with ‘(TAGD)’ throughout this document.  
 
3.   Supervisors and employees are to keep travel expenditures as cost effective as possible.   
 
4.   During a week in which an employee travels, supervisors should pre-approve a rearranged work schedule in order 

to avoid overtime if at all possible.   
 

5.   If overtime is unavoidable, the employee and supervisor will complete and submit the regular agency overtime form with 
the timesheet. 

 
 
 
POLICY-Situational Provisions 
 

1. Home to Work Travel
A. Normal: As a general rule, an employee’s time is not considered ‘compensable’ until he reaches the first worksite.  

Time spent in normal home to work travel and vice versa is not compensable unless the employee is required to 
meet someone or pick up work materials, in which case work time starts at the meeting place.  

.   

 
B. Emergency*:  When contacted at home and required to travel a substantial distance to perform an emergency job 

all time spent traveling is compensable.  
*  In order to have some parameters for the definition of ‘emergency’ the following is provided: The situation 

is unexpected or is a result of an uncontrollable act of nature; and for which urgent, prompt action must be 
taken and response cannot wait until the next scheduled work day.  

 
2. 

A. Employees, both driver and passengers, will be compensated for travel to/from transportation terminals (i.e. 
airports) depending on the lesser of: a) the travel time from one’s home to the airport or b) the estimated 
travel time had one departed from the regular worksite. (TAGD) 

Travel To and From Home to Transportation Terminals 

 
Example 1:  An employee who works in Topeka and lives in Lawrence must catch a flight from the Kansas 
City Airport at 8:00 AM.  Since it is shorter to leave from his home in Lawrence than it is from his Topeka 
worksite, he would be compensated from the time he left home. 
 
Example 2:  An employee who works in Topeka and lives in Manhattan must catch a flight from the Kansas 
City Airport at 8:00 AM.  Since the distance from her worksite (Topeka) to the airport is less than from her 
home (Manhattan), she may leave from home but will only be compensated for the amount of time it would 
have taken her had she left from Topeka. 

 
B. Employees are not authorized to arrive at an airport terminal more than two (2) hours prior to the departure of their 

flight (TAGD).  
  

 
TIMEKEEPING & PAY- 

Travel 
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3. Out-of-Town Travel
   A. Same Day:  

. 

1) If an employee is required to travel and return in one day, all travel time is compensable with the exception of 
mealtimes and ‘ordinary home-to-work.’** This applies to both the driver and passenger. (TAGD)   

 
** If it is more feasible for an employee to travel from home rather than report to their regular worksite first, 

the employee may leave from home if authorized by their supervisor.   
 
 In those cases, employees will be compensated for the amount of time which is the lesser of: a) the travel 

time from home to the destination or b) the estimated travel time had the employee departed from the 
regular worksite. (TAGD) 

 
Example 3:    An employee’s worksite is Topeka; she lives in Lawrence and is required to attend a 
meeting in Kansas City.  Since it is more feasible for the employee to leave from Lawrence her 
supervisor approves her leaving from home and being compensated for the travel time from Lawrence 
to Kansas City since it takes less time to reach Kansas City from Lawrence than it does Topeka. 

 
Example 4:  An employee lives in Kansas City, his regular worksite is Topeka and he is required to 
attend a meeting in Manhattan.  His supervisor determines that it is more feasible for him to leave from 
home.  Since it is a shorter distance from Topeka to Manhattan than Kansas City to Manhattan, the 
employee would be compensated for the estimated time it would normally take someone to travel from 
his Topeka worksite to Manhattan. 

  
      B. Overnight: 

1) All time spent traveling by employees are compensable even on non-regular workdays with the following 
exceptions:  (TAGD) 

a. Scheduled layovers falling outside the individual’s regular work hours for which he/she is able to leave 
the transportation terminal and pursue personal interests. 

b.  Meal breaks based on the individual’s regular schedule. 
c. Unscheduled flight delays at the end of the day greater than two hours.  Within the two hour delay 

period an employee must determine whether to rebook the next day and stay in a hotel or stay at the 
airport overnight in a non-pay status. 

 
2) Time spent in non-travel or non-work activities is not compensable. 

Example E5:  An employee travels Sunday for a conference that begins at 1:00 PM Monday.  The 
employee would be compensated for travel time on Sunday, but would not be compensated on Monday 
until 1:00 PM. as the employee was free to pursue activities of her own interest Monday morning.  
(Unless the supervisor had pre-authorized the employee to perform work for which the supervisor 
confirms a work product.) 
 
Example E6:  A conference ends at noon on Tuesday and the employee’s flight leaves at 7 PM. It 
takes 15 minutes to arrive at the airport and the employee needs to be there two (2) hours early to go 
through airport security and board.   The employee would not be compensated from noon until 4:45 
PM as he was free to pursue activities of his own interest from noon to 4:45 PM. (Unless the 
supervisor had pre-authorized the employee to perform work for which the supervisor confirms a 
work product.) 

 
3) Lost Luggage:  Employees may be compensated up to one (1) hour for waiting for lost luggage.   
 

C. Private Automobile Use: 
If public transportation (i.e. air flight) is available but an employee requests, and is approved, to drive a private 
vehicle, the compensable work hours are the lesser of: a) time actually spent driving the car or b) the hours that 
would have been compensable had the employee used public transportation. 
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PROCEDURES  
          
The following procedures are designed to more efficiently check and process timesheets, provide for consistency in time 
reporting and ensure that all employees are appropriately compensated in accordance with agency policies, and State and 
Federal regulations.   
 

1. For same day travel, employees are to note on their timesheet the beginning and ending work times if different than 
their regular work hours for that particular day.  

 
2. For overnight travel, employees are to attach to their timesheet a copy of their: 

A. Travel Payment Voucher DA-125*  
B. Flight Itinerary to the timesheet*  
 

*Unforeseen issues, such as flight delays of 30 minutes or more should be noted on the Flight Itinerary or 
travel payment voucher and initialed by the immediate supervisor.   

 
3. During periods of travel, the immediate supervisor is required to sign the timesheet, verify and initial the itinerary and 

work hours**. This is particularly important when an employee has been on an overnight trip and the supervisor has 
pre-approved the employee to perform work during non-travel or non-attendance periods. (See example in Section ‘3B 
2’ in the Policy section.)   

**If the immediate supervisor is not available to sign and initial the physical documents, he/she may submit 
them by email or fax to the State Human Resource Office (SHRO) with their approval.  

 
4. If employees travel together, the names of the traveling companions are to be noted on the timesheets or Travel 

Payment Vouchers (DA-125) in order to ensure they are similarly compensated  
 
5. Any exceptions to this policy may be requested and approved by the SHRO Director.  The merits of which will be 

taken on a case-by-case basis.    
 
 
 
 
 



TAG-OFFICE FOR STATE HUMAN RESOURCES POLICY AND PROCEDURE 
 
 
REFERENCES Secretary of Administration Memorandum 1-21-97 
 
 
POLICY  
The safety and security of employees and visitors is of utmost importance to The Adjutant General’s Department.  Threats, 
threatening behavior, acts of violence against employees or any related conduct which disrupts another’s work performance or 
the organization’s ability to execute its mission, will not be tolerated. 
 
PROCEDURES  
1. Any person who makes threats, exhibits threatening behavior, or engages in violent acts on The Adjutant General’s 

Department’s premises, may be removed from the premises as quickly as safety permits, and may be ordered to remain off 
The Adjutant General’s Department’s premises pending the outcome of an investigation. 

 
2. Off-site threats of violent behavior are also covered by this policy.  This includes, but is not limited to, threatening or 

violent behavior executed off agency premises but directed at state employees or members of the public while conducting 
official state business; and threats made via telephone, fax, electronic or conventional mail or any other communication 
media.   Person(s) involved in these acts may also be relieved of duty pending the outcome of an investigation. 

 
3. Violations of this policy will lead to disciplinary action of employees which may include, but are not limited to, suspension 

or termination of employment, and/or criminal prosecution.  In addition, if the source of the violation is a non-employee, 
the response may include, but would not be limited to, barring the person(s) from agency premises, termination of any 
business relationship, and/or criminal prosecution. 

 
4.  All Adjutant General’s Department state employees are responsible for notifying the agency (worksite) representative of 

any threats which they have witnessed, received, or have been told that another person has witnessed or received.  Even 
without an actual threat, employees should also report any behavior they have witnessed which they regard as threatening 
or violent, when that behavior is job related or might be carried out on agency premises, or is connected to agency 
employment.  Employees are responsible for making this report regardless of the relationship between the individual who 
initiated the threat or threatening behavior and the person or persons who were threaten or were the focus of the threatening 
behavior.  If the designated agency (worksite) representative is not available, employees should report the threat to their 
supervisor or another member of the management team. 

 
5.  All individuals who apply for, or obtain, a protective or restraining order which lists agency locations as being protected 

areas, must provide to the designated agency (worksite) representative a copy of the petition and declarations used to seek 
the order, copy of any temporary protective or restraining order which is granted, and a copy of any protective or 
restraining order which is made permanent. 

 
6.  The Adjutant General’s Department understands the sensitivity of this information and will protect the confidentiality of 

the reporting person(s) to the greatest extent possible. 
 

The designated agency (worksite) representative is: 
 

Name:          
 

 Dee Lowe 

Title:          
 

Director, OSHR 

Location:       
 

State Defense Building - Topeka 

Telephone:   
              

(785) 274-1393;  DSN 83-720-8393 

 
EFFECTIVE DATE: 6/98 
OPR:  Director of OSHR 
New: 6/98 
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