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               Direct Deposit and Electronic Salary Statement 
         - Employee Agreement -

POLICY INFORMATION:

The Personnel Cabinet requires that all newly appointed or rehired executive branch employees, paid through the Kentucky Human Resources Information System (KHRIS), shall be paid through direct deposit, in lieu of receiving a printed checkstub, and must utilize Employee Self-Service (ESS) to access their electronic salary statement-, unless a waiver to be exempted from this policy has been requested, submitted and approved by the Personnel Cabinet’s Department of Human Resources Administration’s Commissioner’s Office. Those exempted from this policy include county fees, day laborers, personal service contractors and state active duty.
In accordance with the above policy, as a condition of employment, a person hired (or rehired) to a position within the executive branch of State government on, or after, January 1, 2013, shall be required to accept payment of salary or wages by Direct Deposit and shall utilize ESS to access the electronic salary statement.  

	Therefore, by signing below, I understand that as a condition of my employment, I must comply with the Direct Deposit and Electronic Salary Statement Policy by 1) enrolling in direct deposit through an eligible financial institution within two (2) weeks of my hire date OR prior to the pre-payroll run of the pay period in which I will receive my first paycheck (DEADLINE shown below), 2) remaining enrolled in direct deposit, and 3) agreeing to utilize ESS to access my electronic salary statement.  

I further understand that if I intend to request a waiver to be exempted from this policy due to a hardship caused by these requirements, I will do so within three (3) days of my hire date.

	     
	
	
	     

	Employee Name (Printed)
	
	
	PERNR

	
	
	

	Employee Signature

	
	Date



	---BELOW--- TO BE PROVIDED/COMPLETED BY AGENCY HR OFFICE

	
	     
	

	
	DEADLINE to Enroll in Direct Deposit
	

	
	
	

	· If a waiver is requested and approved, it should be filed with this agreement. 
· If a waiver is not requested or is requested but not approved, please complete the following:

	Direct Deposit enrollment completed by:

	       FORMCHECKBOX 
 Employee via ESS
	       FORMCHECKBOX 
Agency HR Office

	Verified /‘Checkstub Print’ function disabled by: 
_________________________________________

On: ___________________.
	Enrolled /‘Checkstub Print’ function disabled by: 
_________________________________________

On: ___________________.

	       FORMCHECKBOX 
 N/A- Request for Waiver to be Exempted from Policy requested and Approved by Personnel Cabinet on ____________.
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