IN THE SUPREME COURT OF THE STATE OF KANSAS
Administrative QOrder 150

Re: Amendment of the Rules Relating to Kansas Court Personnel

Rules 4.7, 4.10, 4.12, and 5.20 of the Rules Relating to Kansas Court

Personnel are hereby rescinded and replaced by the attached pages.

th

BY ORDER OF THE COURT this day of July, 2000.

Attachment
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Beginning Pay

a.

Initial appointment to any position with the Judicial Branch shall be at step £ the

entry level of the pay grade assigned to the classification in which the position is

assigned. Upon recommendation request of the appointing authority and the

Personnel Officer, the Judicial Administrator may seek approval from the Chief

Justice for compensation up to step 5 when the needs of the court system make such

action necessary. Exceptions Requests must be based on either: 1) An employee’s
experience and ability

outstandimgand-unsual
specifted-for thepositom;or and 2) A critical shortage of qualified applicants exists.

As part of the request, the appointing authority must submit:

L A list of other employees in the district serving in the same job
classification and the pay step of each;

2. A copy of the advertisement for the position conforming to the judicial
branch job specification for the job classification, the name of the
newspaper, and date(s) of publication;

3. A copy of the notice of posting distributed through the judicial branch;
and

4. Alist of the other applicants showmg why each was not qualified.



i'nghergradt—whxhever-rs-hgher An employee on Step A of any pay grade who
is promoted or whose class is upgraded shall be moved to step A of the new
grade.

on Step B of any pay grade who is promoted or whose class is upgraded shall
be moved to step B if the new grade is one grade higher than the original
grade. If the new grade is two or more grades higher than the original grade,
the employee shall move to step A.
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An employee on step C of any pay grade who is promoted or whose class is
upgraded shall be moved to step C if the new grade is one grade or two grades
higher than the original grade. If the new grade is three or more grades
higher than the original grade, the employee shall move to A.

An employee on step D of any pay grade who is promoted or whose class is
upgraded shall be moved to step D if the new grade is one grade or two grades
higher than the original grade. If the new grade is three grades higher than
the original grade, the employee will move to step C. If the new grade is four
grades higher than the original grade, the employee will move to step B. If the
new grade is five or more grades higher than the original grade, the employee
will move to step A.

An employee on step E of any pay grade who is promoted or whose class is up
graded shall be moved to step E if the new grade is one grade or two grades
than the original grade. If the new grade is three grades higher than the
original grade, the employee will move to step D. If the new grade is four or
five grades higher than the original grade, the employee will move to C. If the
new grade is six or more grades higher than the original grade, the employee
will move to A.

An employee on step C or D who is promoted or whose class is upgraded and
whose time on step is equal to or greater than 75% of the time required for
movement to the next step may receive an additional step increase if the
increase is requested by the appointing authority, and approved by the
Personnel Officer.



4.12

Individual Pay Increases

a.

Recommendations for ment increases shall be made by the appointing authonity in
writing on forms provided by the Personnel Officer and shall be based upon
performance review standards and other pertinent data. A performance review
rating of at least “satisfactory” is required before an employee may receive a merit
increase.

The amounit of each merit increase shall be one step in the pay grade assigned
except as otherwise provided in these rules.
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An employee shall be eligible to move from step A to step B after 6 months of
service and a rating of at least “satisfactory” for each of the standards
evaluated on the employee progress report (EV-3).

An employee on step A who does not receive a step B increase is eligible to
move to step C after 12 months of service and receipt of an overall rating of at
least “satisfactory” on a performance review (EV-2). If such an employee on
Step A does not receive an overall rating of “satisfactory”, the employee shall
be terminated. Termination of employment pursuant to this section cannot
be appealed.

An employee shall be eligible to move from step B to C after 6 months
service and an overall rating of at least “satisfactory” on a performance
review (EV-2). The employment of an employee on step B who receives an
overall rating of “unsatisfactory” on a performance review shall be
terminated, except as provided below.

An employee who was hired at step B or who, upon a change in
classification, moved directly to step B and who does not receives a rating of
at least “satisfactory” for each of the standards evaluated on the employee
progress report (EV-3) may be terminated or may be kept on step B foran
additional 6 months. At the end of this second 6 month period, the employee
shall be terminated upon receiving an overall rating of “unsatisfactory’ or will
be eligible to move to step C upon receiving an overall rating of at least
“satisfactory.”

Termination of employment pursuant to this section cannot be appealed.

An employee shall be eligible to move from step C to step D after serving at
least 3 years on step C, receiving 3 performance reviews (EV-2) with a rating
of at least “satisfactory”, and achieving full performance for the employee’s
classification.



An employee shall be eligible to move from step D to step E after at least 4
years of service on step D and receiving 4 performance reviews (EV-2) with a
rating of at least “satisfactory”.



5.20

Probation

Probation is a working test of an appointee's ability to render satisfactory service in the
position in which employed. Supervisors shall instruct and train on matters pertaining to the
position, as well as monitor job performance. During probationary petiods, employees shall
not be entitled to the rights granted under KCPR 12.0 et seq and 13.0 et seq. Probationary
employees shall accrue sick and vacation leave and length of service for longevity purposes.

The following rules apply to all probationary periods:

a.  All appointments are conditional and subject to a probauonary period. Probationary
penods sha]l be for 612 months

& Anemployee shall be granted permanent status upon successful completion of the
employee’s probationary periodfs) and upon the affirmative recommendation of the
appropriate appomting authonty.

.k Except as provided in Rule 5.21, if, at any time during a probationary or
extended-probatiomary period, the appomtmg authority determines the probationary

employee’s performance has been “unsatisfactory,” the employee may be dismissed
without the right of appeal or hearing. The reason shall be in writing and submitted
to the Personne] Officer and employee.
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d.£ Time spent on leave with or without pay for more than 30 days shall not be counted
towards fulfillment of an employee’s probationary period. The duration of an
employee’s probationary period must be completed upon returning to work.



