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Payroll Deduction Program Agreement


In order for your voluntary optional insurance company or employee organization (hereinafter “Company”) to be considered for participation in the payroll deduction program, you must review the below policies set forth by the Personnel Cabinet and the Commonwealth of Kentucky (hereinafter “We”) and if in agreement, complete the final page and submit it for review along with your application packet.

SECTION I: APPLICATION PROCESS

1. Company must provide accurate information on their application for purposes of approval. 

2. Company must be admitted and properly licensed by the Department of Insurance (DOI), to conduct business in the state of Kentucky and may only offer products for which they have been approved.

3. Company shall remain in good standing and/or compliance with all applicable laws and regulations governing insurance with the Commonwealth of Kentucky. Failure to do so will result in the termination of this agreement.

The Personnel Cabinet reserves the right to deny participation to companies already existing in the program, who may be listed with a different agent.

SECTION II: NATURE OF RELATIONSHIP 

The Personnel Cabinet and the Commonwealth of Kentucky are not parties to any agreement between the individual employee and the company and will not serve any function other than as a conduit for the payment of premiums. 
1. We will not endorse or sponsor any voluntary optional insurance company or product. 
2. We are not to be considered “Administrators” to a group account. 
3. Though we understand that some companies may consider covered employees of the Commonwealth a “Group”, we cannot sign anything to that effect. 

4. We will not provide signature on any documents including but not limited to acknowledgements of receipts of rate/dues increase notices or company change notices.

5. We are not responsible for serving notice to employees with respect to the changes in the terms of coverage/service or continuity of coverage/service.

6. We will not serve as an agent for the company, a guarantor of payments or a facilitator of meetings.

7. We will not maintain enrollment folders, benefit cards, or other benefit documents. 

8. We will not forward mailings to employees.

SECTION III: SOLICITATION / ENROLLMENT / PARTICIPATION EXPECTATIONS
A company approved to participate in the payroll deduction program will be given a general authorization to contact state agencies for the purpose of soliciting to employees. 

1. General authorization means that we give the company approval to contact state agencies. However, it is at the individual agency’s discretion as to whether or not they will allow solicitation of their employees. Policies on visiting or distributing materials may differ between each agency. The following are our ‘overall’ policies:

a) No solicitation of state employees may be made on state time (i.e., while the employee is working). All solicitations must be made on the employee’s break time, lunchtime, or before/after working hours.

b) Agencies may not encourage or endorse participation in any program that is not a state benefit authorized by state law.

c) Information relating to the home addresses, telephone numbers, or any other information of a personal nature of employees will not be given to companies.

d) Without prior approval to visit and/or deliver materials, an agency has the right to ask you to leave and may also refuse to facilitate the distribution of those materials. 

e) Companies must be respectful of the agency work environment. Some agencies may have more flexibility in allowing employees to meet with companies than others. Failure to remain mindful of this circumstance may result in the company being asked to leave. In addition, to keep interruptions from work at a minimum, contact with the agency to schedule the visit should be minimal.  

2. All companies are required to submit a draft or copy of their first planned distribution to employees to the Personnel Cabinet, for approval, prior to distribution.

a) Literature distributed to employees cannot contain any verbiage that may lead employees to believe that the Personnel Cabinet or the Commonwealth of Kentucky are sponsors or endorsers of such. If reference is made to the “Commonwealth of Kentucky” or “State Employees” a disclaimer statement must be included and will be provided in the Welcome packet, if application is approved.

3. Gifts are not to be given as an incentive to employees to enroll nor should gifts be given to agencies for allowing visits or providing assistance in the distribution of materials. However, companies are currently permitted to offer non-obligatory gifts, food, or raffles to employees who participate in presentations or discussions of available products. 

*This type of giving is monitored through the agencies by the Personnel Cabinet and at any time that it is deemed unreasonable, by the Ethics Commission, it will be disallowed.

4. Enrollment must be conducted by the Company. Packets and forms are not to be left with the agencies to complete and send in. 

a) Products must be advertised accurately and truthfully. Any misrepresentation on behalf of the company will result in termination of this agreement

b) Policies must be written individually.

c) Claim forms, benefit payments, and refunds, if necessary, must be sent directly to (home address) and made payable to the participating employee, not to the employing agency. Such items should not be sent to the work address for forwarding service.

d) It is the responsibility of the company to develop its own mailing lists of participants. State agencies will not provide home addresses nor will they confirm those compiled by the company. 

5. In order to set an employee up for payroll deduction, the company must provide HR Administrators, of the enrolled employees, an Employee Authorization for Payroll Deduction. This form must contain the following:

a) Employee Name

b) Social Security Number

c) Cabinet/Department Name

d) Cabinet/Department Number

e) Company Name

f) Reference/Utility Number

g) Deduction Frequency

h) Dollar Amount of Deduction

i) Date to Begin Deduction

j) Employee Signature

These signed forms must be turned in to the employee’s HR Administrator within sixty (60) days of being signed. Forms turned in exceeding this time frame, will NOT be processed and will be returned to the company. Upon receipt of a signed form, the HR Administrator will confirm the authorization, directly through the employee, prior to setting up the payroll deduction. 

*Employee requests for cancellation, of any policy type/service, are accepted and processed by the agency immediately. It is the employee’s responsibility to notify the company of their cancellation as no notice will be provided by the agency or the Personnel Cabinet. Neither the agency nor the Personnel Cabinet assumes any responsibility for any contractual agreement made between an employee and a company. 

6. If any company makes any of the following changes, it shall notify the Personnel Cabinet, each HR Administrator of the covered employees, and the covered employees, in writing, at least sixty (60) days in advance of the change:

· Increase/decrease in coverage rates/dues (for both anniversary and birth dates).

· Changes in ownership or name.

· Sale of a portion of the product to another company.

· Any material change in the ability of the company to provide the services contracted for.

· Changes in deduction frequency.

· Termination of this agreement, ending payroll deduction and beginning direct billing.

· Termination of this agreement, ceasing benefits/services altogether.

7. Contact information should always be accurate and updates should be provided to the Personnel Cabinet as needed. 

SECTION IV: DEDUCTION PROCESSING AND ADMINISTRATIVE FEE

The Personnel Cabinet can process deductions in either the first, second, or both pay periods of the month. It is up to the company to choose the frequency of their deductions. However, there is a non-negotiable charge to the company for payroll deduction processing. This charge is applied to each pay period for which deductions are taken. (If deductions are taken once a month then you will be charged once a month. If deductions are taken twice a month then you will be charged twice a month.). This charge is *subject to change but is presently fifty-eight dollars ($58.00) per pay period for the cost of processing checks and vouchers plus ten cents ($0.10) per employee being deducted. 

*The Personnel Cabinet reserves the right to increase charges upon written notification of at least thirty (30) days prior to the effective date. In the event of an increase, the Personnel Cabinet may require the company to execute an amended agreement.

1. Companies may not pass these charges on to state employees.

2. The total monthly charges for each company are deducted from the monthly billings prior to monies being mailed or wired. 

a) This process is non-negotiable. 

b) We will not bill for this fee separately, unless payroll deductions are insufficient to cover the charges.

c) If payroll deductions are insufficient to cover the charges, monies may be deducted from an alternate pay period (if available) and/or an invoice will be sent. For instance, if you receive deductions during both the first and second pay periods of the month and it’s your first set of deductions that runs the negative balance, then we will pull the fee from the second pay period if money is available.

3. Deductions processed in the first pay period (frequency 01) will be issued to the company, along with the *deduction listing no later than the 30th of the month. Deductions processed in the second pay period (frequency 02) will be issued no later than the 15th of the following month, along with the deduction listing. These deduction amounts and frequencies are set-up according to the Employee Authorization for Payroll Deductions cards/forms provided to the payroll officer. 

4. The amount of money that companies receive from the Personnel Cabinet could be different each month. That could be due to reasons such as the employee being on leave without pay or having separated from state government. That is why it is very important to consider policies ‘individual’. The deduction listing that accompanies payment shows for whom the payment was made. The lack of payment for one employee should not have a negative impact on the other employees. It is the responsibility of the company to send a letter/invoice to the employee, whose payment is lacking, asking for a personal check to retain their coverage.

5. If an individual employee has made a payment in error/over payment or had too much withheld, it is the responsibility of the company to issue a check payable to the employee to refund the overpayment within sixty (60) days of notification by the employee or HR Administrator. A credit to a group account is not acceptable nor is a check made payable to the State.

*The Personnel Cabinet will provide a computer generated deduction listing containing each employee’s name, agency name/number, social security number and the amount of the deduction with each payment made. No account number or policy numbers appear on this listing. The Personnel Cabinet can either FTP this information or mail a printed report. Please indicate your preference on the application form contained in this packet.

SECTION V: COMPLAINT / ERROR RESOLUTION

Occasionally errors do occur and issues do arise that require the Personnel Cabinet to address the company directly. In keeping with the best interest of our employees, we do expect immediate resolution. Whether the issue is a simple refund, discrepancy in coverage dates, or even a complaint against an agent or the company itself; it is the company’s responsibility to correct the matter either immediately or within sixty (60) days of notification of the issue by either the agency or the Personnel Cabinet, depending on the extremity of the issue.

The Personnel Cabinet reserves the right to discontinue programs that are determined not to be consistent with the best interests of the Commonwealth.

SECTION VI: AGREEMENT

My signature below indicates that I have read and agreed to all policies and procedures set forth by the Personnel Cabinet for participation in the payroll deduction program.  I understand that the Personnel Cabinet reserves the right to recover costs and add a surcharge based on my company’s failure to comply with any of these policies. The repeated failure of my company to comply with the above written policies may result in the termination of this agreement in addition to the cancellation of any policies of employees enrolled through payroll deduction.
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