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STATE OF KANSAS SUBSTANCE
ABUSE POLICY

Purpose
Employees are the State of Kansas' most valuable
resource and, therefore, their health and safety is of
serious concern. The State of Kansas will not tolerate
substance abuse or use which imperils the health and
well-being of its employees or threatens its service to the
public.
The use of illegal drugs and abuse of controlled
substances, on or off duty, is inconsistent with law
abiding behavior expected of all citizens. Employees who
use illegal drugs or abuse controlled substances or
alcohol, on or off duty, tend to be less productive, less
reliable and prone to greater absenteeism resulting in the
potential for increased cost, delay and risk in providing
services. Ultimately, they threaten the state's ability to
serve the public.
Furthermore, employees have the right to work in a drug
and alcohol free environment and to work with persons
free from the effects of drug or alcohol abuse. Employees
who abuse drugs or alcohol are a danger to themselves,
other employees and the public. In addition. substance
abuse inflicts a terrible toll on the state's productive
resources and the health and well-being of Kansas
workers and their families.
The State of Kansas is therefore committed to
maintaining a safe and healthy workforce free from the
influence of substance abuse. The state's goal is to help
employees become drug free and return to the workforce
as productive members. In addition, the State of Kansas
will vigorously comply with the requirements of the
Federal Drug-Free Workplace Act of 1988 and implement
rules promulgated by the United States Office of
Management and Budget.

Policy
It shall be the policy of the State of Kansas to maintain a
workforce free of substance abuse.

A. Reporting to work or performing work for the state while
impaired by or under the influence of controlled
substances or alcohol is prohibited.

B. The unlawful manufacture, distribution, dispensing,
possession or use of a controlled substance is prohibited
in the workplace, or while the employee is on duty,
official state business or stand-by-duty.

C. Violation of such prohibitions by an employee is
considered conduct detrimental to state service and may
result in a referral to the Employee Assistance Program or
discipline in accordance with K.S.A. 75-2949d, or other
appropriate administrative regulations.

D. Employees are required by federal law to notify the
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employing state agency head in writing of his or her
conviction for a violation of a criminal drug statute
occurring in the workplace no later than five calendar
days after such conviction.

1. An employee who is convicted of violating any
criminal drug statute in such workplace situations as
stated above will be subject to discipline in
accordance with K.S.A. 75-2949d, or other
appropriate administrative regulations.

2. A conviction means a finding of guilt (including a plea
of nolo contendere) or the imposition of a sentency
by a judge or jury, or both, in any federal or state
court.

E. Agencies that receive federal grants or contracts must, in
turn, notify federal granting agencies in writing, within
ten calendar days of receiving notice from an employee
or otherwise receiving actual notice of such conviction.
Employers of convicted employees must provide notice,
including position title to every grant officer or other
designee on whose grant activity the convicted employee
was working unless the Federal agency has designated a
central point for the receipt of such notices. Notice shall
include the identification number(s) of each affected
grant.

F. Employees will be given a copy of the Substance Abuse
Policy. Employees will be informed that they must abide
by the terms of the policy as a condition of employment
and of the consequences of any violation of such policy.

Notification of this policy is required as part of new
employee orientation. The Substance Abuse Policy
Affirmation Form (pdf) is required for all new employees
appointed on or after the effective date of this policy.
Refusal by a new employee to sign the Substance Abuse
Policy Affirmation form should be documented by the
employing state agency.

Assistance Program
The State of Kansas Employee Assistance Program is
available to state employees and their families for substance
abuse education, counseling or rehabilitation. The State of
Kansas encourages voluntary treatment for substance abuse.
Use of the Employee Assistance Program is governed by
Division of Personnel Services Bulletin No. 97-01 and related
civil service statutes and administrative regulations.

Awareness Program
The State of Kansas will strive to educate employees about
the dangers of substance abuse.

The State of Kansas will establish a Substance Abuse
Awareness Program to assist employees to understand and
avoid the perils of drug and alcohol abuse. The state will use
the program in an ongoing educational effort to prevent and
eliminate substance abuse that may affect the state
workforce.

The Substance Abuse Awareness Program will contain
provisions to inform employees about the (1) dangers of
alcohol and drug abuse; (2) State of Kansas Substance
Abuse Policy; (3) availability of treatment and counseling for
employees who voluntarily seek such assistance; and (4)
sanctions the state will impose for violations of its Substance
Abuse Policy.

Applicability
This Substance Abuse Policy applies to all state agencies. The
term employees, as used in this Substance Abuse Policy,
means all classified and unclassified state employees
including student employees at the Regent's institutions. This
policy shall not be construed to prohibit or limit the Drug
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Screening Program for designated positions authorized by K.
S. A. 75-4362, K. S. A. 75-4363 and related administrative
regulations and policies, or the Alcohol and Drug Testing
Program for Commercial Drivers established by K. A .R. 1-2-
20, 1-6-33, 1-9-25 and 1-9-26.

Effective Date
This Substance Abuse Policy is effective May 31, 1989.
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© Kansas State University
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Policies
KSU Policies & Procedures Manual (PPM)
The definitive guide to K-State Policies.
Background Checks
Information, policy and forms for criminal background checks.
Classified Employee's Handbook
Policies, procedures and regulations for Classified Staff.
Conflict of Interest Policy
Policy to manage real or apparent conflicts of interest and time commitment.
General Policies & Related Forms
General Policies for Faculty and Staff from the Office of Academic Personnel
Intellectual Property Policy
This policy applies to all employees, including students, who create intellectual property related
to the scope of their employment while under contract with K-State.
Kansas Administrative Regulations(K.A.R.)
Index to the complete collection of Kansas Regulations.
Leave Advancement Policy (pdf)
State of Kansas Leave Advancement Policy for Classified Employees
Leave Advancement Policy Extended to All Employees Who Earn Leave (pdf)
State of Kansas Leave Advancement Policy for All Leave-earning Employees
Substance Abuse Policy
State of Kansas policy which applies to all state agencies.
University Handbook
Policies, procedures and regulations for Unclassified Faculty and Staff.

Guidelines
Awards

Classified Award of Excellence
Classified Employee of the Year Award and Recognition Program Guidelines
President's Award of Excellence for Unclassified Professionals

Benefits Enrollment-Change-Notification Timelines
Timelines and requirements for participation in Benefits programs for use by Personnel
Specialists
Classified Staff Employment Summary (pdf)
Classified job pay grades, pay rates, classification, job code and category.
Independent Contractor vs. Employee
IRS rules regarding distinguishing between an independent contractor and an employee.
Layoff Plan for Classified Staff (pdf)
General information, guidelines and procedures for layoff of classified employees.
Leave Reporting
Information for Timekeepers about reporting time and leave.
Military Status and Disabled Veteran's Definition
Definitions for Veteran Status and Military Disibility.
Non-Resident Alien Employment
Forms and information about employing non-resident aliens.
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Personnel Files in ImageNow
References for retention of personnel files, HR official personnel files as well as departmental
copies of personnel files in electronic format.
Transaction Checklists
Lists of forms required for each type of personnel transaction.
Transaction Guidelines-Classified Staff
Instructions, Policies and Procedures for Classified Staff personnel transactions.
Transaction Guidelines-Faculty/Unclassified Professional Staff
Instructions, Policies and Procedures for Faculty and Unclassified Staff personnel transactions.
Transaction Guidelines-Graduate Student
Instructions, Policies and Procedures for Graduate Student personnel transactions.
Transaction Guidelines-Hourly Student
Instructions, Policies and Procedures for Hourly Student personnel transactions.
Transaction Guidelines and Procedures for Summer
Special instructions, Policies and Procedures for personnel transactions occuring during the
summer months.
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Asked Questions

Downloads for Forms

Download the free Microsoft
Office Viewers or Converters

Adobe Acrobat Reader
(shareware) must be installed
on your computer to print or
complete the PDF forms. The
complete Adobe Acrobat
software (not shareware) is
required to save a completed
PDF form.

Rich Text Format (RTF) forms
may be used by any word
processor (Word, Works,
WordPerfect, etc.) and do not
require special software.

Form directions and/or
additional information are
provided in the Instructions or
Information Column or within
the form.

Technical Support for Forms: 
Kathy Kugle (785) 532-1885 
or email kkugle@ksu.edu

Forms

Division of Human
Resources
Kansas State University
103 Edwards Hall
Manhattan, KS 66506-4801
785-532-6277
785-532-6095 (fax)
8 a.m. - 5 p.m. (CST) 
Contact HR

Directions to HR
HR Home
Site Map

Unclassified Faculty & 
Professional Staff Forms

Performance Review
Forms

Non-Resident Alien
Forms

Hourly Student
Forms

Graduate Student
Forms

Classified Staff
Forms K-

State Home > Division of Human Resources > Forms > Non-Resident Alien Forms

NON-RESIDENT ALIEN FORMS
Refer to the Non-Resident Alien Employment Tax Guidelines & Tax Treaty Summary for further
information.

A | F |  |I  |K  |R  |W

Non-Resident Alien Forms

FORMS by Name Dated Instructions
or Information Versions

Appendix A or B       

KSU Foreign National Tax
Information Form (PER-15)

07/2007 Visa Classifications RTF Word PDF  

IRS Form 8233     PDF  

Kansas Employee's Withholding
Allowance Certificate (K-4)

09/2007 Information   PDF  

Requirements for Issuing Social
Security Numbers  

International
Student Center
Forms

  PDF  

Request for International Student
On-Campus Work Permit  Work Permits    Online

Withholding form
Kansas Employee's Withholding
Allowance Certificate (K-4)

09/2007 Information   PDF
 

W-4 Employee's Withholding
Allowance Certificate

2013 Included
Information

  PDF  

W-9 Request for Taxpayer
Identification Number and
Certification

12/2011 Included
  

PDF
 

Refer to the Sample forms and publications for examples of completed W-4 and IRS 8233.
Refer to Non-Resident Alien Employment for further information.

Note: Work permits are obtained through the International Student and Scholar Services.

A-Z
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Order
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Forms - Frequently
Asked Questions

Downloads for Forms

Download the free Microsoft
Office Viewers or Converters

Adobe Acrobat Reader
(shareware) must be installed
on your computer to print or
complete the PDF forms. The
complete Adobe Acrobat
software (not shareware) is
required to save a completed
PDF form.

Rich Text Format (RTF) forms
may be used by any word
processor (Word, Works,
WordPerfect, etc.) and do not
require special software.

Form directions and/or
additional information are
provided in the Instructions or
Information Column or within
the form.

Technical Support for Forms: 
Kathy Kugle (785) 532-1885 
or email kkugle@ksu.edu

Forms

Division of Human
Resources
Kansas State University
103 Edwards Hall
Manhattan, KS 66506-4801
785-532-6277
785-532-6095 (fax)
8 a.m. - 5 p.m. (CST) 
Contact HR

Directions to HR
HR Home
Site Map

Unclassified Faculty & 
Professional Staff Forms

Performance Review
Forms

Non-Resident Alien
Forms

Hourly Student
Forms

Graduate Student
Forms

Classified Staff
Forms K-

State Home > Division of Human Resources > Forms > Payroll Forms

PAYROLL FORMS
Payroll transactions are handled by the Payroll & Employee Data section. Refer to Paychecks
and Payments page for further information on payroll topics.

A |  C |  D | F | K | N | P | S | T | W

Alphabetical List of Payroll Transaction Forms

FORMS by Name Dated
Instructions
or
Information

Versions

Additional Pay 01/2007 Faculty
Awards
PPM
4650.110

RTF Word PDF

 

Additional Pay Checklist #1 4/2001 Faculty
Awards
PPM
4650.110

RTF Word PDF

 

Additional Pay Checklist #2 04/2005 Faculty
Awards
PPM
4650.110

RTF Word PDF

 

Agency Payroll Deduction Authorization 5/2007 Agency
Payroll
Deductions

RTF Word PDF
 

Agreement for Reimbursement of Moving
Expenses(DA-22)

11/1998 Moving
Expenses

RTF Word PDF  

K-State Classified Award of Excellence
Nomination Form

 Guidelines RTF Word PDF  

Departmental Employee of the Year
Award & Recognition Program Monetary
Award Payment Form (PER-7)

11/2009 Guidelines RTF Word PDF
 

Direct Deposit of Employee Pay (PER-58) 12/2010 Instructions
Information

RTF Word PDF  

KSU Foreign National Tax Information
Form (PER-15)

07/2007 Visa
Classifications

RTF Word PDF  

Kansas Employee's Withholding
Allowance Certificate (K-4)

09/2007 Information   PDF  

Non-Resident Alien Forms
 

Non-Resident
Alien
Employment

    

Paycheck Stop Payment Request (DA-6P) 05/2006 Information   PDF Excel

Payroll Transfer Form (PER-44) 04/2009 Instructions   PDF Excel

A-Z
Forms

Benefits
Forms

Employment
Forms

Form Number
Order

IT Access
Forms

Leave
Forms

Payroll
Forms

Personnel
Forms

Position
Forms

About K-State Academics Admissions Research

Calendar  Campus map  Contact

us

http://www.k-state.edu/
http://www.k-state.edu/
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http://office.microsoft.com/en-us/downloads/HA010449811033.aspx
http://office.microsoft.com/en-us/downloads/HA010449811033.aspx
http://www.adobe.com/prodindex/acrobat/readstep.html
http://www.adobe.com/prodindex/acrobat/readstep.html
http://www.ksu.edu/tools/pdf
mailto:kkugle@ksu.edu
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http://en.wikipedia.org/wiki/Central_Standard_Time_Zone
http://www.k-state.edu/hr/comment.htm
http://www.k-state.edu/hr/map.htm
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http://www.ksu.edu/hr/forms/da022.pdf
http://www.k-state.edu/hr/ped/classified-award-excellence.html
http://www.ksu.edu/hr/forms/excellence.rtf
http://www.ksu.edu/hr/forms/excellence.doc
http://www.ksu.edu/hr/forms/excellence.pdf
http://www.k-state.edu/hr/ped/classified-award-guidelines.html
http://www.ksu.edu/hr/forms/per7.rtf
http://www.ksu.edu/hr/forms/per7.doc
http://www.ksu.edu/hr/forms/per7.pdf
http://www.k-state.edu/hr/ped/prddinst.htm
http://www.k-state.edu/hr/ped/ddfaq.html
http://www.ksu.edu/hr/forms/per58.rtf
http://www.ksu.edu/hr/forms/per58.doc
http://www.ksu.edu/hr/forms/per58.pdf
http://www.k-state.edu/hr/ped/visaclass.htm
http://www.k-state.edu/hr/ped/visaclass.htm
http://www.ksu.edu/hr/forms/per15.rtf
http://www.ksu.edu/hr/forms/per15.doc
http://www.ksu.edu/hr/forms/per15.pdf
http://www.k-state.edu/hr/ped/kstax.html
http://www.ksu.edu/hr/forms/k-4.pdf
http://www.k-state.edu/hr/ped/lostwarrant.htm
http://www.da.ks.gov/ar/forms/da006p.pdf
http://da.ks.gov/ar/forms/da006p.xls
http://www.k-state.edu/hr/ped/per44instructs.htm
http://www.k-state.edu/hr/forms/per44.pdf
http://www.k-state.edu/hr/forms/per44.xls
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http://www.k-state.edu/hr/forms
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Supplemental Pay Form (PER-8)   RTF Word PDF  

Tax Clearance Information Form for
Candidates and New Hires (DA-2004a)

05/2004 Information   PDF  

W-4 Employee's Withholding Allowance
Certificate
OR Update online in Employee Self
Service

2013 Included
Information

  PDF

 

W-9 Request for Taxpayer Identification
Number and Certification

12/2011 Included   PDF  
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K-State Home   Directories  People  Campuses

Employee Self
Service/HRIS

Frequently Asked
Questions

Human Resource
Information System

HR Forms
Non-Resident Alien Forms
Payroll Forms
Personnel Forms

HRIS Schedule/Calendar

HR Liaisons
Faculty&Staff Liaisons
Hourly&Graduate Student
Liaisons

Payroll & Employment
Dates

Payroll & Employee Data
Staff

Policies & Guidelines

Payroll and Employee Data 
Division of Human
Resources
Kansas State University
103 Edwards Hall
Manhattan, KS 66506-4801
785-532-6277
785-532-6095 (fax)
8 a.m. - 5 p.m. (CST)
Contact HR

HR Home
Directions to HR
Site Map

WELCOME TO PAYROLL AND EMPLOYEE DATA
The Payroll & Employee Data staff administers the bi-weekly payroll for Kansas State
University as well as certain KSU local agencies. In addition, our staff maintains personnel and
payroll data for the university employees, departments and colleges. Our goal is to provide
efficient, accurate and comprehensive service while following State of Kansas, federal
government and Kansas Board of Regents regulations and policies.

Leave
Reporting

Non-Resident Alien
Employment

Paychecks &
Payments

Payroll
Funding Procedures

Tax
Information

Transaction
Guidelines

K-State Home > Division of Human Resources > Payroll and Employee Data

Kansas State University • Manhattan, KS • 66506 • 785-532-6011
© Kansas State University

December 31, 2009

About K-State Academics Admissions Research

Calendar  Campus map  Contact

us

http://www.k-state.edu/
http://www.k-state.edu/
http://www.k-state.edu/directories/
http://www.k-state.edu/directories/people/
http://www.k-state.edu/

http://www.as.ksu.edu/HRIS
http://www.k-state.edu/hr/ped/prfaqs.htm
http://www.k-state.edu/hr/hris/
http://www.k-state.edu/hr/forms
http://www.k-state.edu/hr/hris/hris_calendar.html
http://www.k-state.edu/hr/ped/peddates.htm
http://www.k-state.edu/hr/staffsecduty.htm#pay
http://www.as.ksu.edu/HRIS
http://www.as.ksu.edu/HRIS
http://www.k-state.edu/hr/ped/prfaqs.htm
http://www.k-state.edu/hr/ped/prfaqs.htm
http://www.k-state.edu/hr/hris/
http://www.k-state.edu/hr/hris/
http://www.k-state.edu/hr/forms
http://www.k-state.edu/hr/forms/personnelforms.html
http://www.k-state.edu/hr/hris/hris_calendar.html
http://www.k-state.edu/hr/pedliaison.htm
http://www.k-state.edu/hr/pedstudliaison.htm
http://www.k-state.edu/hr/pedstudliaison.htm
http://www.k-state.edu/hr/ped/peddates.htm
http://www.k-state.edu/hr/ped/peddates.htm
http://www.k-state.edu/hr/staffsecduty.htm#pay
http://www.k-state.edu/hr/staffsecduty.htm#pay
http://en.wikipedia.org/wiki/Central_Standard_Time_Zone
http://www.k-state.edu/hr/comment.htm
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K-State Home   Directories  People  Campuses

Employee Self
Service/HRIS

HR Staff

HR Communications

Pay Periods & Pay Dates

Policies & Guidelines

Training

Division of Human
Resources
Kansas State University
103 Edwards Hall
Manhattan, KS 66506-4801
785-532-6277
785-532-6095 (fax)
8 a.m. - 5 p.m. (CST)
Contact HR

Directions to HR
Site Map

Related Links
State of Kansas Employee
Service Center

Performance Reviews Pay Information Forms Employee Self Service

Employment
Opportunities

HR Sections

Benefits
Administration

Compensation and
Classification

Employee
Relations

Employment
Services

Human Resource
Information System
(HRIS)

Payroll &
Employee Data

K-State Home > Division of Human Resources

WELCOME TO THE DIVISION OF
HUMAN RESOURCES

The Division of Human Resources, as an integral partner in
the university community, recognizes that faculty, staff and
student employees are K-State's most valued resources. As
such, we are dedicated to adding value to the university's
strategic mission by providing positive, quality services to our
employees through the administration and communication of
benefits programs; employee relations; funding, payroll and
personnel actions; personnel record management; position
management and services; employment services;
performance management and specialized training in an
environment that fosters trust, mutual respect, sensitivity
and diversity.

Hot Topics for Employees
Be prepared for inclement weather by referring to the K-
State Policies and Procedures Manual, Inclement Weather
General Policy and Procedure
How do I print a duplicate W-2?
Why is My 2013 Pay Advice Different? (pdf)
2013 HealthQuest Screening dates and locations (pdf)
Classified Employee Under-Market Pay Increases

Hot Topics for Personnel Specialists
Payroll Chat for March (pdf)
2013 Social Security Wage Base, 2013 Form W-4
Exemption Renewal, 2013 Form W-4, and 2013 Form K-4
(pdf)
Unclassified Appointment Types and Position Types Chart
(pdf)
Fringe Benefit Rates and Tax Rates for Fiscal Year 2013
(pdf)
Important Personnel Transaction Processing Reminders
(pdf)
Spoken English Competency Memo from Provost August
10, 2011 (pdf)
Spoken English Compentency FAQ's (pdf)
I-9 Central-Everything You Ever Wanted to Know About
I-9's
Family and Medical Leave Act presentation (pdf)

Current
Employees

HRIS Users
& Personnel Specialists

Prospective
Employees Supervisors

Kansas State University • Manhattan, KS • 66506 • 785-532-6011
© Kansas State University

February 28, 2013
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Orientation
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Bulletin No. 97-01

1.0 SUBJECT: LIFELINE (State of Kansas Employee Assistance Program)

2.0 EFFECTIVE DATE: May 12, 1997

3.0 DISTRIBUTION: Agency Human Resource Managers

4.0 FROM: William B. McGlasson, Director DATE: 5/12/97

5.0 PURPOSE: To provide employees and their families with the opportunity to
receive confidential professional help in resolving mental health or personal
problems through LIFELINE, the State of Kansas employee assistance program.

The cost of untreated or misdiagnosed mental health problems and chemical
dependence includes lost productivity, absenteeism, disability, excessive health
benefit utilization, job injury and worker's compensation claims. The State of
Kansas strives to maintain a healthy, productive workforce and contain
employee health care costs through the LIFELINE program.

6.0 BACKGROUND: The LIFELINE program, implemented in 1988, is an externally-
based, broad- brush employee assistance program. There are a minimum of 25
counseling sites across the state where employees and family members can
receive free, face-to-face, confidential counseling.

The following administrative regulations are references for the LIFELINE
program: K.A.R. 1-2-20, 1-2-30, 1-9-4, 1-9-5, 1-9-6, 1-9-15, 1-9-19a, 1-9-
25, 1-9-26, 1-13-1a.

7.0 PROCEDURE:

7.1 Employees and their families have unlimited access to a 24-hour toll-free
telephone number staffed by licensed counselors. LIFELINE counselors are not
state employees.

7.2 The State does not keep records of an employee's participation in the LIFELINE
program and does not have access to any individually identifiable data.
Participation in the LIFELINE program will not impact an employee's standing
with respect to promotion, transfers, and other personnel matters.

7.3 Use of the employee assistance program is voluntary, subject to the provisions
listed in 7.4 and 7.5 below. Supervisors are encouraged to recommend the EAP
program to employees who are frequently tardy, and/or absent, exhibiting
aberrant behavior, or whose job performance has deteriorated.

7.4 An employee with permanent status in a designated position who receives a
confirmed "positive" drug screen result or the equivalent and who have not
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previously had a confirmed "positive" result or the equivalent shall be directed to
the LIFELINE program for referral to an appropriate drug assessment and
education or treatment program approved by the Director.

7.5 An employee with permanent status in a commercial driver position who violates
any provision of 49 CFR, part 382, subpart B including a confirmed "positive"
alcohol and/or controlled substance test result or the equivalent and who has not
previously had a "positive" test result, other violation of subpart B or the
equivalent shall be directed to the LIFELINE program. A substance abuse
professional shall assess the employee and determine what assistance, if any, is
needed. If assistance is required, the substance abuse professional shall
determine whether a return-to-duty test shall be conducted prior to or following
the completion of rehabilitation. When treatment or education is required the
employee shall be subject to follow-up tests. The substance abuse professional
determines the number and frequency of the follow-up tests which must consist
of at least six follow-up tests in the first 12 months following the driver's return
to duty. The substance abuse professional may terminate follow-up testing at
any time after the initial six follow-up tests have been completed. The substance
abuse professional may require the driver to undergo return-to-duty and follow-
up testing for both alcohol and controlled substances.

7.6 Mental health services provided through a LIFELINE referral may be partially or
fully covered by the state Health Insurance Plan. The employee is responsible
for determining what charges will be paid pursuant to individual health insurance
coverage. If a state employee or dependent is not enrolled in the state's Health
Plan or has exhausted outpatient benefits for that year, the employee or
dependent will be responsible for payments of any follow-up visit beyond the
initial visit.

7.7 Employees referred for mental health counseling or other local resource services
by the LIFELINE counselor shall use appropriate leave if the appointment is
scheduled during work hours.

7.8 Use of the employee assistance program shall not result in any special privileges
or exemptions from state civil service laws and standard administrative rules and
regulations applicable to job performance or disciplinary procedures.

7.9 The Kansas EAP strictly adheres to confidentiality in accordance with applicable
federal and state laws and regulations.

8.0 CONTACT PERSONS: Cheryl Miller at cheryl.miller@khpa.ks.gov or (785) 296-
4304.
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(Formerly Called LIFELINE)

Helping With Life’s Stresses

1-888-275-1205 (option 7) 
TDD/TT 800-766-3777
How to use TTY/TDD

A Service of the State of Kansas HealthQuest Program

What is the Employee Assistance Program?

The Employee Assistance Program (EAP) is a special service provided for State of Kansas benefits eligible employees and
their dependents at no charge.  The EAP provides information, short-term counseling, advice, and referrals from licensed
professionals who understand the typical stresses we all face day in and day out.

In today’s fast-paced world, trying to manage work, home, family, and all the associated demands can sometimes be a real
test.  And occasionally, wouldn’t it be nice if there were an experienced, objective professional who could answer a confidential
question or help with one of life’s concerns?

How it Works
Services Offered
Helpful Documents & Resources
EAP FAQs
Articles

Who Is Eligible to Use the EAP Program?

The EAP is available to all active, benefits-eligible employees of the State of Kansas, their family members living in the
same household or dependent children.
All active, benefits-eligible employees of our Non State Employer Groups, their family members living in the same
household or dependent children. 
Benefits-eligible employees who have been laid off/terminated are eligible to use the EAP for six months after layoff.
Retirees and COBRA participants are not eligible to participate. 

An Introduction to Authentic Happiness

Do you want to know what makes people positive, generous, funny, kind, or original? Are you born with these traits, or can you
develop them? How do intimate relationships influence positive traits, and how are they related to depression, insecurity, and
pessimism?  It is possible to be happier—to feel more satisfied, to be more engaged with life, find more meaning, have higher
hopes, and probably even laugh and smile more, regardless of one’s circumstances.  During this presentation, you will learn
what it means to be authentically happy and how to accomplish it:

Developing a Positive Emotional Life

Developing a Positive Emotional Life Transcript
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The length is 34 minutes.

 

For questions or concerns, contact Julie Faust at 785-296-5624.

Testimonials

My wife and I had been kind of spinning our wheels recently with our finances.  We were never in
any trouble.  We just couldn’t seem to create a good spending plan, and start working toward our
financial goals.  We’d drop money in savings, but then have to turn around and withdraw a good
chunk of it for living expenses. 

I called the EAP and they put me in touch with a financial professional who specializes in realistic
budgeting and spending plans.  She spent the last four weeks helping us flesh out a realistic
spending plan that helps us know where all our money goes and gain new perspective on our
finances.  There was no miracle or anything fancy, and it’s gonna take hard work and discipline to
stick to it.  But I now know, with relative certainty, what our family’s financial picture looks like from
now through the end of 2011. 

One other thing she helped us with is managing the timing differences of our paychecks. 
Especially those two months out of the year when we get that extra third paycheck. 

Just wanted to share our experience with you, and show my appreciation for the EAP.

Thank you!
Drew, Topeka
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State of Kansas 

SUBSTANCE ABUSE POLICY 
 

AFFIRMATION FORM 
 

Statement of Policy 
 

Employees are the State of Kansas' most valuable resource and, therefore, their health and safety is a serious 
concern.  The State of Kansas will not tolerate substance abuse or use which imperils the health and well-being of its 
employees or threatens its service to the public.  Furthermore, employees have a right to work in an environment free of 
substance abuse and with persons free from the effects of drug or alcohol abuse.  It shall therefore be the policy of the 
State of Kansas to maintain a workforce free of substance abuse. 
 
A. Reporting to work or performing work for the state while impaired by or under the influence of controlled 

substances or alcohol is prohibited. 

B. The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in 

the workplace, or while the employee is on duty, official state business or stand-by-duty. 

C. Violation of such prohibitions by an employee is considered conduct detrimental to state service and may result 

in a referral to the Employee Assistance Program or discipline in accordance with K.S.A. 75-2949d, or other 

appropriate administrative regulations. 

D. Employees are required by federal law to notify the employing state agency head in writing of his or her 

conviction for a violation of a criminal drug statute occurring in the workplace no later than five calendar days 

after such conviction. 

(1) An employee who is convicted of violating any criminal drug statute in such workplace situations as 
stated above will be subject to discipline in accordance with K.S.A. 75-2949d, or other appropriate 
administrative regulations. 

(2) A conviction means a finding of guilt (including a plea of nolo contendre) or the imposition of a 

sentence by a judge or jury, or both, in any federal or state court. 

E. Agencies that receive federal grants or contracts must, in turn, notify federal granting agencies in writing, 

within ten calendar days of receiving notice from an employee or otherwise receiving actual notice of such 

conviction.  Employers of convicted employees must provide notice, including position title to every grant 

officer or other designee on whose grant activity the convicted employee was working, unless the Federal 

agency has designated a central point for the receipt of such notices.  Notice shall include the identification 

number(s) of each affected grant. 

F. Employees will be given a copy of the Substance Abuse Policy.  Employees will be informed that they must 
abide by the terms of the policy as a condition of employment and of the consequences of any violation of such 
policy.   

 
AFFIRMATION OF POLICY 

 
As an employee for the State of Kansas, I affirm that I have read and understand the meaning of the above 

Substance Abuse Policy.  I am aware of the provisions of this policy which is mandated by the Federal Drug-Free 
Workplace Act, and that a violation of this policy will result in disciplinary action as stated above. 
 
Name of Employee:    _____________________________________ Soc. Sec. No.___________________________ 
 
Agency Number and Name:_________________________________ Employee ID No. _______________________ 
 
  
__________________________________________  ________________________________    
        (Signature of Employee)      Date         
 
__________________________________________  ________________________________ 
            (Signature of Agency Representative)     Date    
 
 
DPS 417   Original to Agency.  Copy to Employee     Rev. 5/2/07 
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Division of Human
Resources
Kansas State University
103 Edwards Hall
Manhattan, KS 66506-4801
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Directions to HR
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Work Permits Non-Immigrant Visa Classifications Employment Tax Treaty Summary

Employment Tax Guidelines K-

State Home > Division of Human Resources > Payroll & Employee Data > Non-Resident Alien Employment

NON-RESIDENT ALIEN EMPLOYMENT
Only certain visa classifications are allowed to work in the United States. The visa status,
employment restrictions and required documentation are provided on the non-immigrant visa
classifications page.

Work permits are required for all on campus work by hourly students, graduate student,
classified staff and unclassified faculty and staff; and are obtained through International
Student and Scholar Services.

There are special employment tax guidelines and tax treaties which apply to non-resident
employment.

All non-resident employees are required to complete the KSU Foreign National Tax Information
Form (pdf).

There are special Requirements for Issuing Social Security Numbers (pdf).

There are special requirements for the I-9 and non-resident aliens. Check out the New I-9
Changes (pdf)

Samples of completed Form I-9:

Sample A: J1 Exchange Visitor/Student
Sample B: F1 Student Academic Studies
Sample C: F1 Student on Optional Practical Training (OPT)
Sample D: New H1B—Changed Employer (porting)

Related Report
Work Permit Expiration report (pdf)

Related Links
Office of International Programs

International Student and Scholar Services

Forms
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Non-Resident Alien
Employment

Paychecks &
Payments

Payroll
Funding Procedures

Tax
Information
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Guidelines
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