KCTCS Human Resources Procedure #16– Universal Availability___
Relates to:      KCTCS Board of Regents Policies

· 3.7 Kentucky Community and Technical College System Retirement Plan Policies
Effective date:  January 1, 2009
Supersedes:

All employees of Kentucky Community and Technical College System (KCTCS) are eligible to make elective deferrals to the KCTCS 403(b) Defined Contribution Plan.  These deferrals would go to the portion of the KCTCS plan that is referred to as the Supplemental or Voluntary Plan. In order for employees to be aware of this opportunity, there are certain procedures that must be followed.

1. The Colleges must include the New Hire Form in their new hire packets for all employees including full-time, part-time and temporary employees.  This Form #114 may be obtained from the System Office OD/HR and also from the KCTCS website under Human Resources forms. This Form provides notice to the employee that they are eligible to make Elective Deferrals to the KCTCS 403(b) Supplemental Plan and to contact their College Human Resources Office for more information.
2. The System Office OD/HR shall send out a notice at the beginning of every calendar year concerning the availability of the KCTCS 403(b) Supplemental Plan.  This notice shall also include the IRS limits for Elective Deferrals for that particular year. The System Office will send this notice via email to the Human Resource Directors at each College who in turn will forward the notice to all employees in their College.
The provisions of this Human Resources Procedure remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or reissued to state other provisions.

