MEMORANDUM

TO:

Cabinet Secretaries



Agency Heads



Personnel Executives

FROM:
Erwin Roberts, Secretary

DATE:
December 13, 2005
SUBJECT:
Protocol for Handling Referrals and Recommendations 

Referrals and recommendations for applicants and current employees within the merit system are clearly legal and permissible.  Such referrals and recommendations for employment come from a variety of sources across the state and should be handled according to the specific guidelines established below. These guidelines apply to applicants and current employees being referred and/or recommended for positions within the merit system under KRS 18A.

The Personnel Cabinet has established the Merit System Referral Center (“Referral Center”) within the Division of Staffing Services.  The Division of Staffing Services is responsible for the operation of a centralized applicant and employee counseling program; the examination program for state employment; the state register program, the construction of merit examinations; and the coordination of outreach programs for recruitment of applications.

The Referral Center is aimed at creating open and fair consideration of merit employment recommendations and referrals.  The referral center will act as a service center, offering assistance and guidelines for merit law compliance and serving as a clearing house to facilitate the receipt of potential merit employee candidates. The Referral Center has developed guidelines to be used in making recommendations and referrals, which will provide a consistent method in conformance with applicable statutes and regulations. 

Typically, referrals and recommendations for merit employment have been sent to the Governor’s Office, to the Personnel Cabinet, or to the hiring agency.  All referrals and recommendations should now be sent directly to or forwarded to the Personnel Cabinet, Division of Staffing Services, Merit System Referral Center, 200 Fair Oaks Lane, 5th Floor, Suite 517, Frankfort, KY  40601.  Referrals and recommendations can also be sent directly to or forwarded to personnel.referral@ky.gov.   The Personnel Cabinet has developed a web site so that referrals can be submitted on-line at personnel.ky.gov/referral.

Referrals and recommendations received by the Referral Center will be reviewed to ensure that they are in compliance with applicable laws regarding hiring.  Accordingly, these guidelines establish a procedure to use in handling recommendations for employment that you may receive.

The following protocol should be used for all referrals and recommendations for merit employment:

1. Route the referral or recommendation to the Personnel Cabinet’s Merit System Referral Center for review.  

2. The Merit System Referral Center will evaluate the referral or recommendation pursuant to the prohibitions against discrimination under KRS 18A.140 or any other applicable law for any inappropriate political influence or unauthorized references which may give a candidate preferred treatment over other candidates.

3. If it is determined the referral or recommendation is inappropriate, the Merit System Referral Center will send a response to the person making the referral or recommendation explaining why it cannot be accepted.  In addition, guidelines for appropriate referrals and recommendations should be attached to the letter or response.  (Guidelines Attached).

4. In circumstances where it is unclear as to whether or not a referral or recommendation is appropriate, the referral or recommendation in question will be reviewed with the Personnel Cabinet’s Office of Legal Services in order to make that determination.

5. The Merit System Referral Center will forward conforming referrals or recommendations to the applicable agency for consideration by the appointing authority.

6. The referral or recommendation should be maintained in a separate file by the appointing authority or the applicable agency, department, office, branch, etc. if the candidate referred or recommended is not hired. The referral or recommendation should be maintained in the employee’s personnel file by the appointing authority or the applicable agency, department, office, branch, etc. if the candidate referred or recommended is hired.  
Please contact the Personnel Cabinet’s, Merit System Referral Center, at 502-564-7430, if you have any questions or concerns.

REFERRAL/RECOMMENDATION GUIDELINES
1. The recommendation or referral should be specific as to the position(s) for which you are recommending the candidate.

2. Please refrain from alluding to non-job related factors such as family background, upbringing, religious affiliation, status in the community, or other unrelated factors.

3. Do not make any reference to the candidate’s political affiliation or associations.

4. Be as accurate and specific as possible as to your first-hand knowledge of the candidate’s education, certification(s), work ethic, and work experience as they relate to the position(s) for which you are recommending the candidate.
