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Personal employment information for:
	Name:
	[bookmark: Text1]     

	PERNR:
	     
	Employee ID:
	     

	Remember this for KHRIS ESS!

	Agency Name:
	     

	Job Title:
	     

	Position #:
	     
	Grade:
	     

	Position is:
	[bookmark: Dropdown1]
	
	Status:
	[bookmark: Dropdown2]

	[bookmark: Text2]     

	

	Salary is:
	[bookmark: Text3][bookmark: _GoBack][bookmark: Dropdown3]$      

	[bookmark: Text4]First pay is due on       and will continue on the 15th and 30th of each month, except as otherwise noted in the Employee Handbook.

	

	[bookmark: Text5]Probationary Period=       months. Upon the successful completion of your initial probationary period, you will be awarded a 5% probationary increase.

	[bookmark: Text6]Currently, your initial probationary period will end on      .The increase will be effective on      , which will be visible on the       pay date. 

	NOTE: Your first annual increment date will be one year after receipt of your initial probationary increase.
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Your resources:

KHRIS Self-Service Center – Employee Self-Service (ESS)
Access ESS by visiting the Personnel Cabinet’s website and clicking on ‘KHRIS Logon’. This is where you will view salary statements, leave balances, view and update certain personal information and later complete open enrollment for insurance!
[image: ]
Tutorials for all ESS functions are available on the Personnel Cabinet’s website under Resources/Training and development/Employee-KHRIS ESS. 

Personnel Cabinet Website
This site is your one-stop resource for employment information!
See the back for more details!

Your HR Office
Your agency’s human resource (HR) office is available for any of your HR related questions and needs. 

	Contact Information:
	[bookmark: Text7]     
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The Personnel Cabinet maintains a variety of information
online, making the information available to you at all time!

Welcome to

State Government

Includes:
« Benefits: Deferred Comp, Insurance, Holidays & Lesve, Pay Information
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Handbook, Empioyee Discounts, Direct Depost Information and more!
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